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ABSTRACT .\ ■ " \ . ^ 

'This teaching guide for business education coirtains 
supplementary instructional materials' for the suWj|cts of accounting^Hf 
business English^ business mathematics, career edflcsLtion, consumer 
education, data processing, and office procedures^^^^e units ^dd^f fer 
in format and in types^ of learning activities presented. The learning 
activity package for accounting is a lesson on calculating 
depreciation by the straight line method. Business English is 
represented by a programed unit on similar word drills intended for 
use in a business English or transcription glass and a 
self-instructional unit in punctuation practice with commas. A 
programed unit in business mathematics provides the student with a 
1-week introduction to calculating commission. A career resource x 
unit, developed for use in a second-year typing course, consists of 
exercises .designed to increase student self-*awareness. The resoqrce 
unit in consumer education provides information and activities to 
help the student identify consumer fraud. Digital computers and 
flowcharting are the subjects of the data processing unit,' and the 
office procedures lesson's consist of two case studies, aii integrated 
exercise for clerk typxst> a filing exercise n and, a dramatization ^ 
related to the occupatijon of receptionist. (NJ) * 
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Behayloral Objectives 



You, as a Bookkeeping IL student, after completing this 
Learning Actr<rity Packet, when given cost, salvage valued 
d^te of purchase* and the life of a particular fixed asset, 
will be able to calculate the annual depreciation using the 
^traight-iitie method of depreciation. 

Also, you will be able to identify and calculate the annual 
• rate of- depreciation and the asset* s book value with ibxHplete 
;yaccuracy • * ' - ' . ' 



Rationale for th*e Packet 



Tl^e lesspn material covered irf this packet is presented as a 



supplement tp the textbook. It is' intended to assist-the student 
understanding stt'aight-line depreciation which is the most common" 
method used in^ industry. - - . 



Learning Res^ources : 

1. — Pencil, eraser, scrap paper, adding machine, (if available) 

2. textbook: " ' 
' Cenj&Hry 2l Aecounting - Advanced C ourse, by Boynton, 
SwaTispn, Carlson, and Forkner, South-Western Publishing 
Company, Cincinnati, 1974. ^ . 



Prerequisite 

Read Chapter 7 of the textbook for Accounting II with .special 
emphasis on Page 1^9 "straight-line method.". 



Pretest 



{ 



Complete the questions' on the following "page to determine your 
understanding of straight-line deprecl^ation. ^ ' 
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Ins true t-lfons 




Aft^^'each statement below, place a check' mark in 
one of the Answers columns to indicate your answer. 
Upon completion of this part of^ your 'learning^ 
.activity have your .teacher^ check your answers. 



2. 



Assets that will be used for a number of years. in 
the operation of a business" ai^ ca^ed fixed assets. 



decr^^e in the value 6f a 'fix^d asset because of 
wear £^nd the passage of time is called deplet/ioh. * • 

. * - • ^ ^- . ^ 

3. I Fixed as^'ets are sometimes called plant assets. , 

4.i Most ft'xed assets increase i^n value as they become 
1 older. V ' ^ > . . / 

•! ^ 

_5^' Depreciatipti expense ou land is normally rec&rded. 
I at the erid of each fiscal per^-od. ■ r ^ 

6. The estimated life of a fixed asset must be consid- 
ered whey'^determining depreciation expense. 

7. The original cost of affixed asset includes all o#- 
the costs incurred in getting the asset ready ^for ^use. 

. 8. ^*The estimated salvage value of a fixed asset is ilso 
known as its trade-in value. 

9. The amount to be charged to depreciation expense 

during the useful life of a fixed ass6tt is .the dif- 
fereiice between the cost of the asset and its . 
estimated salvage value. * 

10. ' The King Kong Company purchased a gorilla cage for 

- - $3 , OOCl. vlt had an es tima ted .lif e of 5 years and no 

salvage value. The annual rate of depreciation. ' ' 
using the straight-line method would be $500 a year 
for 5 years . 
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' Checkpoi-nt * 



If you did not achieVe a perfect score of 10 correct answers 
upon .completion of the pretest proceed with material in this LAP. 

rf you achieved a pierf ect . scbre , complete Problem 7-1, 
Instruction (a) on page/ 144 of yolir textbook. - 

■ • ,'' . ■ ■ ■ ■ 

■ - ■ LAP 7-1: *pPRECIATrON~STRAIGHT-LINE' METk(^D 

4 



To give you a, visual illustration of the straight-linq de- / 

•p.reciation jaethod, -read and aifaVze the flow chart- on paga? of 
this- packet. ' ' \ , ' _^-\ ^ * • 

\ ^ Us& the chart, on PagC6 'to assis't in yoJr calculation of de- 
preciation. . • 

V \ ■ - . 

• Pcoblem:-? 

On Jan. 1, 1975 a piece of raachinejvy was purchased at a cost 1 C 

of $4,500 including additional expense/ to ■ make it ready for use.' 
The machinery has an estimated 'salvage'Sifaliie of $500 and an es- 
timated useful life of 4 years. You are^ to determine the annual 
depreciation for each jear and the book value at the ehd of each year. 

^ ' ■ , • . 

Ste£j^: Identification oT fixed asset~using4he chart oji Page 6 .(Form 1) : 
a-. Record machinery" next^' to "Item". ' . " 
|b. Record the dat^ Jan. 1, 1975 , next to "Date of , Purchase-. " ■ ' ' 

Record the cost. oK|he- asset, $4,500, next to ^Co^t-" ' ' 

Record the salvage v^ue, $-500, next to "Salvage Value." , \ ' - 
Record the estimated life in years of the asset, (4 years) / . 
next to "Estimated Life." , }vi 

Step 2 ; Determine life of the asset ' ,. ' ' . * • 

Record the number "1" in the column headed "End of Year" on line ' • 
■ ; ^ the first year'^s depreciation. Subsequent years will be - * 

. , -2, 3, and 4 defending on the estimated. life of the asset. . * 

■ . ■ ■ ' ■ ' ' ' - -■■ -■ ■^ ' 

^5^P 'Determine the rate of depreciation , _ 

. * " . Th^ rate is found by dividing 1 year by, t^ie total estimated life 
of the asset. In. this case, the estimated life is 4 years. The 
^ , ^ rate for 4 years is 25% (l-r4 = . 25 '= 25%i). Using the straight- • 
. - line. method, an asset which Has a 4-year 'life will depreciate ' • 

25% in the, column headed "Rdte" on Line 1 for the first year. 
You will also record 25% in ^ch of the following years. \ ^' * 

•■. 1- ' ■ ■ ' ' ' ' ■ 

" Step 4 : Computing depreciation T '• ' 

Depreciation is calculated by 'deducting salvage value from the 
cost of the asset and dividing'< this amount by the estimated life ~ ' - 

'. . of the asset/ -„ " > 



c , 
d. 
e. 
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Use tSie'f ollowing formula: 

Cost ($4,500) - Salvage Value ($500) = Depreciation Expense 
V Number of Years CA) , , * ($1,000) 

' ■ . ^ 

Record $1 ^000^ in .the, column , headed- ^'Annual Depreciation'*. You 
will also record $l,obo in each of the following years. 
Note: If a f ixed^ asset is to be used until it is worn out and 5 
f will have no salvage value,, the total cost is divided by the 
number of years. . ' ^ * 

Step 5 : Determing book value* ^ 
- : The original ^ost of a fixed asset minus the total amount of re^ 
corded depre^iiation for that asset is called/the book value. To 
determine book value of the machinery, deduct the first yearns 
depreciation from^the cost of the asset (4,500 - 1^000 - 3,500^. 
Record th€r4Tox7k'%lue for the first ye'ar, $3,500, in the column 
..headed "Book Value" on line 1. 

Step ^ ; Completion, of the* problem . 

Your table is now completed for 19 75 . '^Rep^eat steps 2, 3, 4, and. 
^ 5 to find the year, rate, depreciation ^and^'W value for years 
1976, 1977 and 1978. This will complete. ybur table. The book/ 
value at the end of 1978 Is $500. If ybiir answer is correct, 
proceed to Page 8 of your LAP 'for the post test. 

If your answer is not correct, xeview your work using the text on 
Page 129 as a guide. Also revie\^ the steps using the flow chart 
on Page 7 . If after this review your answer is sti].l incorrect 
- see the instructor for further, explanation and assistance. 

Additiorial~Exercise — this pro*blem'is to be completed on Form 2. 

On January 1,^1975 a typewriter was purchased at a cost of $^00. 
It had a sa;vage value of $50 and an expected life of 5 years. 
You 'are to determine the annual depreciat4.on f or each year and 
the book v^lue at the end-of each year. ' . , . 
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FLOW CHART FOR STRAIGHT-ClNE METHOD OF DEPRECIATION 



Start 



Purchase 
Invoice 




; Salvage 
Value 



Estima:ted 



Life 



Calculate 

. ■ - • \ 

Depreciation 



/ Cost - Depreciation V 
^ »No. of years ^ 



.r^dVBook, 
Value \ 



^'(cost le^s depreciation) 




(old bpok. value less dep.)* ^ 



Of Assets — \ — No 
Lif-e? : --^ S . 
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Post Test . ^ . ^ ■ J 



^ ^ v', ■ ' "■^ 

- Dlr^tlcs: Fill,i„ the blanks tor eajh oft the*£onCl4-,4ui^Aons = 
•X .The Rolling Stones^ba.id. purch^ed an amjalLfi^er fcor' $5,000 , on / 
' Jan. 1. 1975. ^t h.d an estl^ UfS>f 5;year, and an exp;cted 
.^-salvage value of $1,000. ' Use the str^l|ht,line method to determine 
'^the fol/fowing: • • . * , 

a. Rate, of depfeQiation r - - . 

b> 1st year's depreciataron 



c. Book value at e!Td of 1st year 



d*: ' 2nd year's depreciation , / ^ y'. V- ^ ^ 

e. Book value at end of 5 years . * * 



2. The amount that the cjwner of a fixed asseu festiiuat^h^' will 
^ receive at the time 'of disposing of the asse-t N?s^ calL the 



3. - Assets that will be used for a nJznber oVyeafs'in the oVeration of 
a business are called \ 

4. The original cost of a fixed asset minutf the datB J&ouo?Vf 



recordfi'd deprecia^tion of that, asset is called the '"/ ^ 

. ■ ■ . . . . ; -pr It 



^5. The decrease /iV the value of. a "fixed ' a88e{ ^bec^ise -oi - v^ar ' anV the • 

■ ; ' • ■- . ■ ■ \ , \ 

passage of time j:s called - "r ■ '. '^i ^ ■ \ ' * 

6. A method of calculating. depreci;^o;h . by/applyidl , " ^ , ■ 

declining fraction to the cost" is^ called strai^ht-llne depreciatioVi 
true or f^lse. ' • ■.. ' \ t^^, ^ .. . \ 

UPON COMPLETION OF POST TEST, SEE ^ l^^ Y^^^ ^^^mk^^ 

( ■ :' ■ fir . . V 

INSTRUCTIONS'., ' ' ' • . • ^ - 
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Programmed Unit 
• fly Mar-ia Druan 



^ ^ BUSINESS ENGLISH 

Similar Wofd Drill 



'lifcTRODUCTION 



This lesson "SIMILAR WORD DRILLS" is a basic review intended 
for use in a Business English or Transcription cldss* The grad6 
level, may range^from ninth grade to. the college level* 

' . Section I deals with the introduction of rules and examples 
6f each word- The information was t'akeit from Gregg Shorthand 
Diamond Jubilejs SeyieB — Second Edition by Jfehn Robert Gregg, 
Loul^^i A. Leslie and Charles E, Zoubek* Section II is a programmed 
review. 



Instructional' Objective 

is lesfion will give the student an opportunity to improve 
*-^S5ms skill in the use of similar words. 

Behavioral Objective ; ^ 

'■■ '' ' ' ^ 

Given a list of twenty-ftye sentences, the student will choose 
the correct similar word with ;^5^^^^^ 20 minutes. 



I. 
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SIMILAR WORDS 



Section I Example 



ADDITION, EDITIOii 

^ — . . ' \ 

ADDITION: Anything added. 

* She will be a^ fine addition to your -staff. 

EDITION: All the copies of a book printed at one time. 

' — - • - The-Becond ^diti^n^ -^f^ he-book i:s-1jeautlfxrlly 

illustrated. , ^ 
J* ————— —— _'_ _ _ ^ _ _ _ " 

t/vssjstance> assistants • , 

ASSISTANCE: Help. 

You will find many suggestions that will be of . 
assistance to you. 

■ . / 

ASSISTANTS:. Helpers. 

- ' > One of ,my assistants tells me you will feature 

our line in your store . 

BROUGHT, BOUGHT 

BROUGHT: The past tense arid pJist participle of bring. 

John brought the book back after having read it. 
BOUGHT: Purchased. 

.f 

■ f 

1 ;« « 

We brought some typewriters and electric calculators. 

COUNTRY, COUNIT 

COUNTRY: A nation. 

I 

He joined the? armed forces of our country . 
COUNTY: A political division of a state. 

Miami Js In Dade County , Florida. 



IT'S, ITS ^ 

IT'S: The contraction of '*it is.'** 

It ' s a fine day. 
ITS: Possessive form meaning belonging to. 

Its operating efficiency has been proven, 



PAST, PASSED , : ^ ; 

PAST: A. former time. 
■ ■ f 

' - The program has been ve ry, success ful In the ' 

* - past . (N) . , ■ ' - 

• .PASSED: Went by; moved a long t rjinsf erred . 

T passed him on the street. • 

Before many days had passed , l)e took care of his 
account. 

I p assed the report on to him. 

QUITE, QUIET ' " 

QUITE: Complete!./; entirely.' . ■ 

You wiJi be c^J_te please^J with our bpok.s. 
QUIKT: Free of rioi<^f*; not excited. 

f^ot'ice how ,!iyi^lt'the room Is. 

He is a quiet person who seld{)m has anything to say. 

I'tiEJK, TIIERE^ THKYM<K ' ■ . 

TflKIK: Be longi uj.', to t hem. 

J c.umnt approve' ( hr pl/iris in their present form. . 
TilKKE: III or to thai pi /ice. 

; I went there at IW ;i refjues f . 
THEY'RE: Tlu* contrari Ion .ol they are. ' . 

*rhe worker/{ saJd t li/i t tjiej ' re w I M i tig Lo c oope r /i t e , 



T0> TOOK TWO , ; . ' • 

TOr In the dir^ctic^i of. ,(pV ^ 

I should like to talk _to you ^bout this matter. 

TOO: Also; more than enough, 

- ■ • ' ■ 

I» too*, was in the Navy. 

She receives too many personal calls in the of fi 
TWO: 6ne plus oneV ' ^ ' v 

1 ^ He jjpent two years in Franc^;, \ 

WEATHER^ WETHER • ' ' ' «" v , ^ . 

' ^ Z^^"^^^,^* State of the atomosphere • withv rekpect to wetness 
' or dryness, cold; dr ^heat ; climate. 

You can take a good ,^ldture' regarcUess of the 
: i . . ■ ^ weather. ' 

;: ^ *. ■ . , ' 

/ !U ! . The game' wafe ci|jiled''^ff ' because of the weather. 

. WHETH^JT^ IndicatiTig .a choice (of tfl^n* followed . by or). Also 
' used to iiifkroduce. an Indirect -question. 

You c^n cAke n good picture whether the sun is 
shining or i*t is rai^ilng. . ' 

Let roe 'know* whether you wip be free on Friday. 
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Section II Programmed' Review 



Directions:. Pl^ce' a sheet of paper over the column at the right. 
Read the sentence at . the left and choose the correct word by under- 
scoring your choice. After each Item, expose the correct sentence 
at the right. GOOD LUCK! 



1.. Mary and John are going 
. fair.. 



the 



1. to : 



to, - too, two 



\ 2. Sb^ hSs> no adea • or riot she 
.^j^->|fee to go. -^- .^ 



2 . whether < 



'I 

3- -still deciding if they hJ^e 

enough money to go. 

^' . ' ' ■ 

tHt^ir, there, they're 
— -j^^r;'' —~ ^ 

4. Patricii^-^^^^^^ - pleagfed with- her 

son's reprofft card. 



3. They're 



A. quite 



quite,- quiet 



S. Michelle 



the ejcam with a 



score of 95. 



5.- passed 



past^ passed 



6. 



difficult to find good 



quality merchandise. 



6. It's 



it's, its 



7. We are' thinking of building an 
on to our house. 

. '« addition, edition 



7. addition 



8. When we wer'e in Dallas, we 
bone china. 



8 . ^ bought 



brought, bought 
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9. We hope that we can be of 
to you; 

assistance, assistants' 



9 . assistance 



10. Tom lives in the ■ of 

74tchfielti, Connecticut. 

.Courttry^ County. * 



, 10. County 



11. 



Mr. Rock l\ad a meeting wi 
all of his present. 



th 



assistance, assistants 



11. assistants 



12. loused .Gregg *s Second ^ of 
their shorthand book series. ^ 

^addition, edition 



12. ' edition 



13^ Raymond had ^ man'y things 

against him to win the race. 

to, too, two 



13. t 



00 



He remarked tliat there 

were others more qualified. 



to, too, two 



14. t 



00 



15 r If the ; is good, wfe are 

going to Sandy Beachl . 

weather, whether 



15. weather 



16, 



of the students did,^ their 



projects on th^ same topic. 

^ 

to, too, t;wo 



16.. Two 



.17. The Browns went 
honeymoon. 



on their 



their ^ there, they're 



18 



17. the 



re 



' 1 



18. You should not dwelL on the 



but rath6r look to tlie future. 



past, passed 




18. past; 
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19. The Greens painted ' house 
the same. as their neighbors. 

their, there, they're 



19. theit 



20. He. is the leader of our 
' courytry, couifly 



/20. country 



'7' 



21. You must be when yoa 

walk in the halls. ^ 

•quite , quiet 



21. qyiet, 



22, 



value is in its size.' 
^ ■ ■ . 

it's, its ' . . 



22. Its 



23. Mrs. Jones has student 



working in the typing lab. 

assistance, assistants 



4 



23. assistants 



24. 



Please put your books over 
their, "there 



re 



24. there 



25. You will' btf surprised with 

the beauty of that country. 

quite, quiet ^ 



25. quite 



EKLC 
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. . BUSINESS ENGLISH 

' Punctuation 

Programmed Unit 

By Maria Druan . ' 



•> . INTRODUCTION ^ / - 

The following lesson on "PUNCTUATION PRACTICE—Commas*' is a 
basic- review intended for use in a Business English or Transcription 
class. The grade. level may range from ninth grade to the college 
level. * . ; 

The first section deals with the introduction of rules aad 
examples^of the use of the *comma^-CONJUNCTION,' IF CLAUSE, AND OMITTED, 
APPOSITION, AS CLAUSE, INTRODUCTORY, PARENTHETICAL, SERIEs/wHEN 
CLAUSE. The information w^s taken from Gregg Shorthand Diamond 
Jubilee Series— Seqond Edition by John .Robert Gregg, Louis . A. Leslie 
and Charles E. Zoubek/' ^ - - ' . 

Section 2 is a p: ogrammed review. The nine rules for using 
commas are reviewed b] means Of a listing of sentences with 4ihe coiranas 
omitted. In some Ins anpes the Sentences are correct without comma 
punctuation.. ' v 

' • • . ■ ■ r . * ' ' ■." ■ i . ■ ' •* ' 

♦ Section 3 involves a final test consisting of tv^ty-five 
sentences which need to be punctuated. 
<- 

This lesson is intended to be used as a self-instruction unit. 
The lesson may be presented by the teacher also* The teacher may 
choose to use this lesson as an individualized review of material. 
Section 3 may be used as either a formal' test or a homework assignment 
to be corrected in class as a group. 

Instructional Objectil^e 

^ This lesson will give the student an opportunity to improve 
his punctuation skills in using commas. ' 

Behavioral Objective . « . ' 

Given a, list of twenty-five sentences, the student will insert 
the necessary 'comma punctuation with 95% accuracy within 20 minutes. 
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INSTRUCTIONS TO THE STUDENT 

Read and* study the material on pages 1-4. 
Take the programmed COMMA TEST. 

When, you feel confident enough, take the FINAL TEST. 
^ • GOOD LUCK.' 



21 



P U N C T U A T I o'h P r a C T I C E 

COhMAS 



CONJUNCTION 



tnT'n^.t^ f^?? ^^P^"'^^ two independent clauses that are joined by 
one of the following conjunctions:^ AND. BUT. OR.TOR. NOR. 

An independent clause, (sometimes called a main or a principaJ Clause) 
is one that has a subject and a predicate and that .cLlH^S^d ^one ' 
a complete sentence. , =>Lciua a^one 

, \ > 

Your, speech was taped by one of our people. 

and I have had my secretary transcribe it. " 

leo/li"' ^^^^--^--^ -^--se is: Your speech Was^ taped by one of our 
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I^ibnt""^ independent clause is: I have had my 'secretary trans- 



Both clauses could stand as separate sentences, with a period after 
.each. Because the thoughts of - the two clauses are closSy related' 
however, the clauses w^ joined to for^ one sentence. B^ause 

■ Unction ^Nn'- '"' c^ttih^p the coordinaSng con- 

junction AND. a comma is used between t-hem^: before the conjunction 



"IF" CLAUSfi 



±Tthl "f^^q^^nt errors made by th^. beginning transcriber ' 

is, the failure to make a complete sentence.^ In most cases the in- ' 

^rls'or^Er^ ^h ^^^^r-^ - subordinate clause i^trodLd by 
\u T ■ dependent or subordinate clause deceives the 

Jltrod ^K " ""P'"^^ ^-"Pt that it is 

lllu.tT 1 -""^d «uch as IF; therefore, it requires another ' 
cJ^use to complete the thought. „ "^i.>it:r 

*: ' • ■ , • 

1^^''^?^*'"^ " =''l>«<'inate clause often. signals the cotalng of the 
subordl^^? ° ' conjunc'tion. The coiones 

"n^^^Jt-^-a^e^So^rLKouS: 'V.S^'^^'^^^ ' 

If you can do this for us. we will be exceedingly 
grateful. , ' , ^ ' 

^ "n help you obtain material for the bulletin 
^ please let me know. . 

' PP 1 
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PUNCTUATION PRACTICE'^-Conmias 
"AND** OMITTED c 

When two or more adjectives modify .the same noun, they are separated ; 
by coBHnas . ' ' y . * 

' •/ . • ■ ■■ --'-i^ ~ ^ ■■ ''-^ 

He was a quiets-efficient worker. 

However., the comma is not used if the first adjective modifies the 
combined idea of the second adjective plus the noun/ 

1^ ' She wore a beautiful green dress. 

Note: You can quickly determine Whether to insert .a comma between 
"- two consecutive adjectives by mentally placing AND bectween them. If. 
.the- sentence makes good sense ^ith AND inserted between the adjectives 
then the comma is used. For example, the first illustration^ would 
make good sense if it read: . . ' . ' 

. He was a quiet and efficient worker. . ' 



APPQSITtON ' ^ ' , 

Sometimes a writer mentiops a' person or thing, and in order to make 
his meaning perfectly clear to the reader, he says the same thirfg in 
different words. The clarifying word or. phrase or clause is kpown as 
an "expression in apposition. '* Each expression in apposition should . 
be set off by coitttnas^ When the expression occurs at the end of a 
sentence, only one comma is necessary'. 

^ ■ '. ' ^ ' . - " . 

^ . - Our latest 'booklet. Gracious Living, is enclosed. 

The. meeting will be held on Friday, June 16, at 
, ^ the Hotel Brown. 

Please have him get in touch with Kr. Roy, our 
personnel manager > ' ^ 

^He lives in Chicago, Illinois. - ^ 

Note: When the clarifying term is very closely connected with the 
principal noun so that the sense would not be complete without the ' 
added term, no^ commas are required. ' 

My sister Jane will be home soon. 

The word embarrass is often misspelled. 



PP 2 



PUNCTUATION PRACTICE—Commas' 
"AS" CLAUSE ' 



A subordinate clause introduced by AS and followed by a main clause 
is separated from the main clause by a comma. 

As you know, ther^ is a substantial sum due 
\ ^ on your account. • ♦ 

As you will see by the enclosed report, our 
plans for the convention are almost complete*. 



LNTRObUCTORY ^ * • 

■ • ' ' \ ' . 

A' comma is used to separate phe subordinate clause from a following 
main clause. You have already studied the application j of this rule 
to subo-fdidate^clauses introduced by IF, AS, and WHEN.' Here are add 
itional CKamples: ' 

^ VHiile J understand' the'" statement, I do not aeree 
wi'th iV.v • 

. Although it was only 3 o'clock, he closed the- office. 

' - ' Before you award your next advertising contract, 

give us an opportunity to discuss it with you. 

A comma Xs also used after introductory words <rr phrases such as 
FURTHERMORE, ON THE CONTRARY, arid FOR INSTANCE. 

Furthermore, ydu made .a mistake in grammar. 
• On the contrary, you are at fault. 

For your convenience in sending me' the information 
I need, I am enclosing a stamped envelope. ^ 

Note: If the subordinate clause or other introductory expression 
follows the main clause, the comma is usually not necessary. 

I am enclosing a stamped envelope for your convenience 
sending me the information I need. , 
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PUNCTUATION PRAqTICE—Commas - ' « • • 

■ ^ ' ■■. . . .• ■ ^ ■ ■^ . < ■ ■ V ■■■ 

PARENTHETICAL V ' " ' ^ ^ ^ . 

■ * •' '., ■ ' 

A word or a phrase or a ^clause that is used parentheti^lly (that is /( 
one. not necessary to the grannnatic^i completeness of' the sentence) V 
shiDuld be set off by c6 mmas • . . * 



r 



If the parentheticai expre^i^loil* ocQurs -at the end of th^ Vsentence, 
only one comma is used/ ^^^^^ ' ' ^ , . , 

/ / There 3' , of course, no charge for this service. 

: ' — '-- Never hes±1:a;re -to~ret us know; Mr rr 

^ ^ our organization can help^you. / 

f.' actually' pr-int your picture on the card, 
Mr. Short. \ v ' . - 

5ERIES^ . ' . ' V ' . - 



^ len) the last me^bet of a series of three or more items is preceded by 
Mp/, OR, or NOR, place a coipia before tfib cpn junction as well ai between 
,/the other items. " * ^ 

^ T^^^ railroads are recognized to be a major ' 

problem confronting the cities, towns, and 
villages 'throughout the country. 

The meetings will be held on June 5, July 8^ 

and July 16 . ' c 

Her duties consisted of receiving calls, answering • 
the telephone, and opening -the mail. 

Note: Some authorities prefer to^omit the coramabef ore the conjuhction. 
In this clas*, however, we will follow the general rule atated above. 



"WHEN" CLAUSE . ■ ' 

A subordinate clause introduced by WHEN~and followed by the m^in 
clause is separated from the main clause by a connna, - 

c ^ ^as in town last ^month', 1 discussed with you 

/' possibility of holding our meetings 'in your hotel. 

- ' When you delay paying, your bills , , you are endangering 

your credit reputation. 
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COMMA TEST " 



Directions^ Place a sheet of paper over. CqJumn'V Comp.. : ■ Column 1 ' 
by placing the necessary, cAia-punc'tiiation. "Be ■.ca?:ef ulf-so£e' of the': , 
sentences are correct as they are.. After jou have eomple ted each 
sentence, correct' Column '1 by exposing ti^e answers -^n' Col,S&i*'2. ' • 



Coluinn 1 ■'<■% 

♦ 1* If i qin ever be of any assist-ance 
i to. you plfease let ,^e know;. . - 

• . -. ' 

2 . ^ . ■ Your paper, was typed "by one .bfTiny. 

secretaries; and I have .proof read J 
. * it for you* i : ' 

3- Your dress is- a simple gretn style. 



Our latest book Typing Letters was'' 
published .last year. 



5, 
6. 



The word ^recommend is often iriis- 
spelled. . ' . ' * 

On the contrary she does a fine 
job. ' • 

Although I only met her ' once I 
feel she is a good -candidate for 
the job. * * 



' 8. As you will see from my resume I 

have held several jqfes in business. 

,9 ., Furthermore I will not-' send yoy my 
check until. my merchandise is ^ 
delivered.., , ' • ' 



10. 



Il- 



ia. 



There is of course ho reason for 
the delay . . , 

The meeting's will be held on July' 
'9 10 and 11. • 

When I was in town^ Satu^ ^ny I 
visited Mr . Stor ' s'"of f ice . 



, * ■ Colui^-2 » ~ V - 

^ • . I can . ey^ Ue of any 
\ \as^istauce to* you, pl^se let ' 
* " me know,' . * ; . • . . 

2 V Ydur<, p^per- wa^^^^ by ViTe" ^7 ~ 

o5'^y.'.srci:etaries, and I^hive-' 
ptOKDf,rekd it for you., 

- ■ 

3. Your dress is a simple green 

. style. ■ , \ 

4. Our latest book, Typing Letters^, 
' was published last year. 

-s .'• ^ , ' 

The word recommend is often 
^missjpelled J ' , * " 

6. Op .the contra;ry, she'tloes a * 
fine joli.^ . ' - 

7. Although I only met her once, 
I ^el she is a good" c^nd,i^late 
for the job. ^ 

?v A^ , you will see from my resume, 
I I^avefjhel-d : several jobs ip 
business . 

' » * • . . .. ' ■■ 

9. Furthermore., I .will not send you 
„ tny check until my .merchandise is 
delivered. . f . 



Id. There i«, of course, no reason 
for tHia ;^el^y. • ' J> 

11. The meie^ings will be heM^on 
^ • July 9, XO^,\and .11.' / 

12. 'Uheh. I .<7as , in . town ^^turday , I 
'visited Mr. 5tor's office. 



13. As' you know I have a degree 
in business. * , ^ 

r4. Please feel free tfc call me 
* Miss Jones when you arrive. 

^"15. My brother Raymond is going' 
to college. 

16. Nancy is , a typist receptionist 

, and secretary for Kelly Services, 
Inc.. 

17. My Uncle George president 6f 
that firm earns a salary of 
$40,000. 

18. When I finish school I will 
be qualified to teach Business 
Math. \ - " 

19. As yoU/know my sister ufxjfkt for. 
that company. 

20. If you have any questions about 
the exam feel free to ask. 

21. Mary went shopping on Monday ajid 
had lunch Vith Sue. 

22. Please come to see me Saturday 
if you can. 

23. , If. I can hfelp you in -any way 

contact me at my home. 
■ -. ^, ' ^ 
2A. Please call Mary'^Green the 
fourth grade teacher. 

/25. As "you^ know - 1 will be in Chicago^ 
on Tuesday. 



13. As you know, I have a degree 
, in business. ^ 

lA. Please feel free to call me, 
"""-^^^ Miss Jones, when you arrive. 

15. My brother Raymond is going, 
to college. 

16. Nancy is a typist, receptionist, 
and secretary for Kelly Services 

•V Inc. . 

17. My Uncle George, president of 
'that firm, earns a salary of 

$A0,000. 

18. When I finish school, I will 

. ^.^ be qualified to teach Business 
:■ * Math. ' , 

4^9. As you know, my sister worlds 
for that company. 

20. If you have any questions about 
the exam, feel free to ask. ' 

21. Mary went shopping on Monday and 
had lunch with Sue. 

22. P'lease come to see me Saturday 
if you can. 

o 

23. If I can help you in any way, 
contact, me at my home. 

2A.^ Please call Mary Green, the 
" fourth grade teacher. 

25. As you. know", I will be in 
« ' Chicago on Tuesday. 
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NAME 



margin. GOOD LUCK ""ect as it is, place a check in the left 



FINAL TEST 

the necej 

nee is cc 

margin. GOOD LUCK I 

* ■ . ^ 

* "ZLlToZrT '^^^^^^ their 

• w'^rd:^' ^ef:!' -der,therefore,you .ust becce a .aster of the 

3. When you visit Connecticut again^piease 2top by to see me. 

4. Besides being a generous person^Mary is a great friend. ' . 

5. If I can ever be of^help to you^please call on me. 

6. As you may guess^I have enjoyed this visit. ' - 
iifo^atio"?" '^^^""^"^ -ceive the 

8. I will go to Norwich^ and I wi^l see Marge. ^ 

tJe'stoS"' letters^booiclets^and memos at' 

10. Tom wore a neat grey suit. 

11. Mrs. Jones was pleased with the report and also with the transcript. 

12. Elease visit us if you have a chance. 

13. He lives in Washington^Connecticut. 

14. He was a studious^ learned student. 

15. My brother John will be home in July. 

16. As you know^my husband is'a salesman for that company. " 

"^'^ ' "° '""'^ °^ formulas;! feel, I could pass Geometry I. 
.18. F convenience^: have' enclosed a sta;irped envelope. 

,19. Please call me when you arrive^Mr. Short. so that I can- help you. 
I 



f 
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Ft^AL TEST--Conmias 

s 

21, If you can use this pen^y^u may have it. 

22, When you finish your course^you will have 30 credit;s. 

23, Susan is from Westport Ci^nnecticuti 
2A. As you know^I have a sister in Europe. 

25. While I am not a friend of hers, I do know who she is. 
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; : ' BUSINESS MATHEMATICS 

, Commissions 
Programmed Unit ' • 

By Leonard Lopardo • ' 



FIGURING COMMISSION 

OBJECTIVE 

.This booklet is designed to- offer to the business mathematics 
student a method to reenforce a'^ne week introcluction to commissions. 
The basic objective of the programmed unit is to enable the student 
to calcu&te commissions with 100% accuracy/ 

* i 

To. the. student 
This Booklet: 
What it is: 

This programmed unit you are about to study is a new kind of 
instructional technique that had proved hielpful in making learning 
more efficient >and permanent. Each numbered frame has in it some 
important instruction and also a question that requires you to fill 
in a blank, cora|K>sea short answer, do a calculation^, or select an 
answer from a multiple choice. Each frame provides additional in- 
formation. Each question is followed by the answer directly below 
the double line that extends completely across the page. 

How to use it: 1 ' ^ 

To get maximum benefit from this new kind" of technique, you 
should use a card "or a folded sheet of paper to cover up everything 
but the frame you are » examining. You should «tart by placing the 
c^rd or folded sheet of paper at trfe top of the page you are working 
on and then^ move it down to the first complete line across the page. 
You then study the -content of the frame very carefully and make a 
decision on your answer. Write your answeV on the answer sheet 
provided. Then slide the card or folded sheet of paper doyn until 
you uncover the answer. You can then determine whether your answer 
is correct. ^ 

If you answer incorrectly: 

» \ ' ^ 

Checking your answer immediately will act to reenforce the 
correct answer efficiently. When you are incorrect, you should 
return to the frame to study it and to discover whether you 
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misread it or made ah error. If yoii have difficulty^ you may have 
^ to call on your teacher for a hint or two* , ^ 



You may find that you can move at quite a. rapid pace with thij 
new technique because the steps are so gradual and the knowledge 
that you gain is built up so carefully. Be very careful,* however, 
not to go so rapidly that you misread any o£ the frames and hence/ 
make an error. . 



J'IGURING COMMISSION , - 

1. In some businesses, a salesman is paid a commission instead of 
, salary. 



> - Fixed 

'salarran r"''''''^""'"""' "" ^ combihktion of fixed 

Commission - 



3. A commission may be a certain amount for each 



s . 



or it may be a percent of the dollar value of Tile 

I 

Article .^v', e 



straight Commiss-ion basis is wh^ a salesman is paid 

a commission. 



sold, 



When the rate of commission is an amount for each article sold 
^the number ^of articles is Multiplied by -^he rate to find ' 



Commission 



The formula to find commission when the rate of commission Ic 
an amount for each solc^is: commission is 

Rate of. Commission X Commission 



Quantity Sold 
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7. Find the amount of Commission in each of the following? 

a. 300 magazines @ 8c coramission/mggazine^ 

b. 400 books (3 50c >commissiori/book« 



c. 165 Birthday Card Packs @ 30c commia8ion/Pack= 
a. $24.00 b. $200 c. $49.50 . 



8. In some cases it will be necessary to round off the commission 
to the nearest ' . ^ ' 



cent 



9. Round these to the cent 

a.. $134.4795 . b. $168.07389 

a.^ $134.48 b. ' $168.07 ■ 

10. Conmiisaions are rounde(j to the 



nearest cent 



11. A commission may be a certain amount for each article soldj 
or it may be a of the dollar value of sales. 



Percent 

; • / - ■ \ 

12. When the rate of commission is expressed as a percent, it is 
based on the of sales. 



dollar value 



1 
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13. . The . rate of Commission (percent) multiplied by the dollar- value 
or trie sales equals 

Commission 

. * .■ . — • • ,. 

U. .The formula to fiAd commission when the rate of commission is 
a percent of the dollar value of. the sales is: ^ 

Rate of Commission (Percent) X Commission 
Sales 

. ■ • ■ ■ ■ ♦ ■ ' 

15. Find the amount.^of commission in eacK of the following? 

a. 6,00ff '^ales X 5% Rate of •Commission=_ 

:^ h: 14,000 Sa-les X 2% Rate of Commission^ ^ 

c. 8,000 Sales X 10% Rate of Commission^ • - 

d. 8,750 Sales X 6% Rate of Commission= 



16. 



a. $300.00 'b. $280.00 c. ' $800^ d. $525.00 



It is possible that a percent will not be a percent 
when finding commission. . 



Whole 



17, A 1/2% is a fractional part of 



percent, f 



One 




To calculate commission with, a fraction of percent a simple 



method is to find 
•this product by the fraction 



percent of the^ sales and multiple 



One 
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Find the amount, of Commission in each of" the following to 'th 



nearest c^nt. 






• 'Sales 




Rate of Commission . 


a. $45,000 


X 


. 1/2% = a 


b. $45,000 


X 


1/10% = b ' 


c. $21 000 


Y 


1 717 — « 
1/JA - C 


d. $28,900 


X 


1/7% - d 


a. $225.00 ' b. 


$68.00 ' 


c. $70.00 d$41.29 



Find the amount of commissioq in each of the following to th 
nearest cent. Goimnission Rate of • 

Quantity on Each Sales ' Commission . 

a. , 400 shrubs' $1.50 d $9000 8%. 

b. 500 X-Mass Trees 90c ^e 500 10 1/2% 

c. 215 Books 40c '___f . 7^0 10% ' 



a. $600.00 b. $450.00 c. $86.00 d'. $720.00 
e. $52.50 f. $75.00' 



In many f ii?ms a salesman receives a salary plus a percent of 
his sales or a percent of his sales above a fixed amount 
known as the salesman's , . 



Quota , 

The quota metl^odyis used as a form of pian^ 



it^nd^is used as a form oi 



Incentive * 



Salary plus equals total .earnings . 



Commission . 'i:'!/ 



Find the total earnings of each salesman. 

Weekly Weekly 
Salesman . Salary Sales 



Tom Jones None 
Marsh Mellow $59.62 
Tom Thrift $82.90 



$855 
$790 
$525 



Commissions 

5% 

4% ' 
3%' 



Total 
Earnings 



a. $42.75 



b. . $102.22 



c. $98.65 



A salesgirl receives a weekly salary of $52.50, plus 3/4% 
commission on all sales. During the first week of December 
her^sales were $880. What were her total earnings for the 



$59.10 



\ 
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^ ' ' CAREER EDUCATION 

Resource Unit 

Resource Unit for use in 

By Sandra Reckert Advanced Typing 



INTRODUCTION . ^ 

This Career- Education Resource Unit was developed for use in a 
^econd year typing course; however, it may be adapted for use in 



several business cotirses^. Parts may be added or deleted as the teacher 
desiri^; The teacher should preView the unit by introducing the 
Career, Clusters developed bj^ the United States Office of Education.. 
Special- attention may be given to the Business and ^Office Cluster, * 
Communications and Media Cluster, and the Consumer and Homemaking^ 
Cluster. 

Career education means exposing students from kindergarten 
through high school to as many career opportunities as possible and to 
make education a lifelong process. It*s aims are to emphasize dignity 
in work, stress a desire to Succeed in life, provide better college 
preparation, create an understanding of alternatives to college, 
develop salable skill' upon graduation from high school — or sooner,^ if 
students drop out^-arid permit students ; unlimited re-entry into the 

educational system to upgrade, update or change skills. 

- ■ ■ - ' i ■" • ,. 

Planning and preparation for the future should be directed 
toward recognition that every person will be a contributing member 
to a world of challenge and change. Developing a curriculum that 
includes career education is important for the following reasons: 

1. Exploring careers helps students develop a personal sense 
. of present and future 'worth. r 

2. Exploring careers helps students to see how people achieve 
the places they; have. \ ■■ <. ' v 

3* Exploring careers helps students to see value and signifi- 
cance in all honest work. 

*4.. Exploring careers helps students to develop enthusiasm 
about the whole prospect of, work as a Way of life. 

5. Exploring careers gives the' student an opportunity over a 

- • long period of time to develop a reservior of information, 

attitudes, and experience which will serve as a base when 
real decisions have to be made. 
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CAREER *EDUC AT ION RESOURCE UNIX 
Investigating ^A Career 



Objective 



When you complete this unit you will be Wre' aware of your interests 
and your potentials concerning your personality and abilities.^ 

Activities 

Read all activities and instructions before beginning the exercises. 
Type your answers to the exercises on the attached sheets. 

' t> ■ _ • ' * 

A. Self-Inventory . ..^ . . 2 

Exercise 1: Preference List . ; '2 

, ■ 2: Interest Areas. . « 4 " 

^ 3:,' Know Yourself ........ . ^\ . . . 5 

■ . ,y ' . / ■ • V . * 

Career Qualities. 6^ 

Bf Skills.And Social Needs . . . .'. . . . . . . . .. . . ... 7c 

Exercise 5: What Do I Want Most From My Career? . ' . ... '8 

C. Choose And Investigate A Career. . . ■ . 9 ' 

; , Exercise 6: Gather Career' Information from books and 
materials available in the classroom and 
'i talk to someone in the career you are 
considering'. . 

■ • ' * • ■ 

*Fill out the' Career Investigation V:_/ 

Questionnaire . . . . . . . . . lo- 



■J 
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.SELF- INVENTORY 



• . A got)d knowledge of yourself is one of the many important / ' • 

.thjings you will/learn in your lifetimB.; This knowledge is the heart :^ 

of a)ny career search. Questions such as the folloi^ng must be ariswered;. 

'What ar^e your likes^ or dislikes? 
^ • What kind of person are you? » . ' 

!■ . What do you want from .life? 

Know tour 3inter est s -.'^r v* - ' a . . 

, you .probably have 'nianji interest|.^ Most^ young people do. Your 
;si,ccess and happiness in tihe irking , world wili:depend-'on\b«Cell ii. 
, you know your , interests and how carefully^^ use this knowledge im- ' " 



selecting a career 



4 . ■ 

'V 



list:' 

Do; you* preife'r Voicing-- 



1. 


Outdoors ' ' ' 


1. 


2. 


With numbers 


2. 


3.' 


With ideas * 


3. 


4.: 


With people 


4. 


5. 


With tools 


5. 


6. . 


With miisic '. 


6. 


?: 


With art . ' , 


7. 


8. 


With poetry - , 


8.. 



CE 2 



ERIC 



39 



Exercise-i: ^ Stfudy |:he list^^jjeib^ In the spaces provided, ^ ^ 
^ ^' type thte iienisMn/^rder^ of ypuf preference/' 
t What . ypu..Uke ^o p most^w^ll be on top of the . 



Interests are gouped into: areas. A list of some, of them, wieh- 
brief definiti^rtb, is included in" the fo;Llpwing table. .Study and ^ 
compare the .table with your ;^answers in Exercise 1. 



INTEREST AREA 
Outdoor 



Mechanical*^ 



Computational 



Scientific 



Persuasive 



Artistic 



Literary 



Musical 



WHAT 11 MEANS 



STOME. JOBS INVOLVED' 



You prefei; work that keeps, Forest or park ranger , 
^yoH outside most of the naturalist , extension 

-time, jobs which deal with service worker, farmer, 
animals, and growing things. nurseryman, lineman, 
- \' game warden, biologis;t, 

f oreste^. 

Automobile repairman, , 
watchmakers , drill press 
operator, engineer. 



You like to work with 
machines and tools.. 



Yoti like to wo.ijk with 
numbers. , 



•You like to discover 
new facts and solve 
problems. , ^ 

V Ypu like to meet and 
deai with people and 
promote projects* 

■•'* _' ^ 

. You like to do creative 
work with your hands. 
The work usually hasv "eye 
appeal" and inyolves\^ 

. attractive desigrt, colot 
and. materials . 

You like to read and 
l/write stories, poems 
or articles. 

. 

You like going to concerts 
playing an instrument 
or singing. 



Bookkeeper, accountant,, 
.'bank teller, mathemati- ^ 
cian.; . , 

Doctor, chemist, nurse, 
engineer, radio repair- 
man, aviator, dietition. 

Actor, politician, radio 
announcer, minister,' 
salesman, store clerk. 

Painter, sculptor, archi- 
tect, dress designer, 
beautician, interior 
decorator, barber. 



Novelist, historian, ^ 
teacher, actor, news 
reporter, iedltor, dfama 
critic, book reviewer. 

Music, teacher, organist, 
singer, member of band .ot 
orchestra^ choir direfctar 
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INTEREST AREA 
Social Service 



Clerical 



WHAT IT MEANS 

You enjoy helping 
people, especially 
those who are sick 
or needy or who have 
special problems. 

You like- office work 
that requires pre- 
cision and accuracy. 



sOme^jobs involved 

Nurse, extension worker, 
scout leader, vocational 
counselor, teacher , 
minister , personnel 
worker, social worker. 

Bookkeeper , accountant , ^ 
file 'clerk, sales clerk, 
secretary, statistician, 
traffic manager. 



Exercise 2: Compare the interest areas with your answers in 
Exercise 1. Select and list below three major 
interest areas. Type them in the spaoe prayldjed, 



2. 
3. 
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Know Yourself 



Exercise 3: Study yourself by asking the following questions, 
: If your answer to the question is yes, place a ' 
.check mark (X) in, the space provided in front of 
the question.' Try to be honest with ;roursc] f . 

^ ^« Am I studious by nature? 

. 2. Do I like detail work? 

3. Do I enjoy routine work? 

^. Do I obey orders? 

' 5. ^ Do I like methodical repetition? ' 

^ 6. Do J like mental activity? 

. . • 

7. Do I like physical activity? 

8. D6 I express myself well in writing? 

f 9- I express myself we-ll in speech. 



^ 10. Dp I have a pleasing voice and clear enunciation? 
_ 11. Am I at ease in conversation? 

_ 12. Do I stick to a job? ' • ^ 

, 13»' Am I a good listener? * . 

14. Am I a go-getter? • y 

15. Am I courteous and cordial? 

16. Am I generally healthy? • 

17/. Do I enjoy leading and directing others? 

18. Do I have self-control? 

19. Do I eaaily learn new things? 

20. Do I* have a good memory for facts and figures? 
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Know Yourself '^ 



Exercise 4: Type your answers in the space provided. List your 
strong qualities-those you have checked, in 
Exercise 3. 



List five ?:areers that would require ^t^hese qualities. 
Refer to the Interest Area Table on-pTag^ 3 and A for 
suggestions. ^ i : 



• . ' ■ • ' < • ; 

V ;';,;, 



3. 

4. 



Lfbt all the qualltels that you have not checked in 
Exercise 3. ^ 



tLat five careerp .that would ijecjuire these Equalities. 

1. " " 

2. . 

3. 

■ , . 

A. . ' ■ 

— —. i : 

5. - ^ , . , 



CE 6 



SKILLS AND SOCIAL. NEEDS * 

Skills .. . V 

Skills you can learn and perfect are acquired skills. You must 
know your llmltj^&gjf iearalng and'new skills. For example, natural ' 
skills c^ri be; obseirvetf In a, good athlete.' His success is partially 
based uJpnVhatyraa./s'klll. Probably a greater part of his success is 
fpunded upofu^h^jurs of practice. During practlqe, he acquires the 
coordination of qjovetnents that make the excellence of- his perf ormancey' ■ ,. 

Many times people waste natural skill and ability through failure*' ' 
to work at it and develop it. You have seen this in your classrooms. 
Your greatest gifts are your natural abilities. Failure to make use 
of them will only lead to unhappiness. One way to determine your 
ability to acquire skills is to compare something you do now with the 
first time you did it.. > ^ ' 



, . . 1 

Your Social Nee ds ) V - v' • 

There are other things, to consider in a career besides the :^njoyment 
and benefits of the career Itself. Think carefully about the life 
^tyle yxiu-,'d^.sir€i and the needs ,ypy will fulfill outside your career. 
Where will you want to Uvc^^in^^heteomiiiunlty? What community activites 
will you want to be involved In? ' You may want recognition of your 
nccompUshments by your friends and follow workers. Your consideration 
of your"ftoclal ni>cdH is a very important part of career ajtploration. ' 
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- What Do I Want Most From My Career? 

Exercise 5: Study the list below*, In the spaces provided type 
the i-t|?ms in order of their importance to you. The 
most important item will be at the top and the least 
important at the bottom. Add any other career 
requirements you think are important. 



Pleasure and interest 


1. - 






Service to others 


2. 






Standing in your cpramunity 


3. 






Leisure time / 


4. 






Geographical location 


5. 






Chance for advancement 


6. 






Money income 


7. 


/ 




Artistic expression 


8. 






Others 


9. 
















10. 


I ' ' ■ '■ 





1 



• _ . \ . 
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RESOURCES AVAILABLE IN THE CLASSROOM ^ 

' 0 

The following books and materials will help you complete your 
Career Invest igaticJn Questionnaire. ^ 

Careers In Business/70'8 Career Game 

/ ' 

Careers Ford Educational Affairs Department 

Chrysler Corporation Encyclopedia o£ Careers, Volume il 

Dictionary of Occupational Titles -4 

1970 Directory— Educational and Training 

Encyclopedia of Careers . • 

Guide To College Majors 

Student Program 
■*^cpypf •tioWj- -but look Handbook /• ' 

Prpg^^to^Fof Connecticut Health Occupations 
' Vocational Education And Occupations ' .. 

(Brochures in, the Occupational File) 
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CAREER INVESTIGATION QUESTIONNAIRE 



, Exercise 6: Type your answers to the following questions. Gather 
information from books and materials available in the 
classroom, and try to talk to someone in the career 
you are investigating. 

1. The career I am investigating is . . 



2. Duties expected of me in this career are: 

1) ; 

2) 

3) 



3* Necessary yskills and equipment for the career are: 

1) 

2) 

3) 



A) 



4. What specialsaptitudes are required? 

1) 

2) . ~~ 

3) 



5. Do employees have to: 

1) Have a special license?^ 

2) Belong to a union? 



6. What pifsonality traits are most helpful for this job? 
2) ^ ■ 



7. What tr^nlng or education is required for this occupation? 




1) Hlgflj^i' hool 4) College graduation 

2> . Appr^ticeship 5) Graduate Schoo l 

3> V6catli)nal School ' ^ 

get the necessary education? 



9. What Wliir be ^he cost of the necessary training? 
.10.. The location »of places I could f Ind neraployment? 



11. What is the demand^.for .R^'Bsons in this career? 

2) : • — ' J — ^ — ■ — 



12. What will be the need for people in this career in 25 years? 



^3. Chances for advancement are: 

1) In this position 

J 2) By changing to another positio n.^ ^ 

14. The income expected is ' s - 

1) Starting salary ^er wee k 
, 2) Expected earnings after 2 years 



3) Expected earnings after 10 years 



15. Retirement benefits in this career are; 

1) -. Covered by' Social Security ' 

2) Covered by priv'at'e retirement" plan_ 

3) Retirement age in' this career 



2) 
3) 



18. ^Health and other hazards found in this career are; 
'2 ) 

3) ' 



2) 
3) 
4) 
5) 



■ 20^- _'T*fo;..a'dyah-t>ge8 I see in this career are:'';- ' 



21.--TW9;;^W^ I see in this career are: 
• 2) ^ 



16. What are the vacation benefits? / 

1) . ■ X - 

2) . — ■ — -— — 

17. What are the .general working ,conditipji^? • ' 



19. Five aspects .gf this career that appeal to me are; 
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/'/V-V . .CqtNSUMER EDUCATION 
' ; Consximer Frauds 



I. IDENTIFICATION DATA ^AND OVERVIEW 



III, 



A. Unit. Title: Consumer Frauds. 

B. Subject: Consumer Education. 

C. Grade lievel: Grades lO, 11, and 12, 

D. Time Allotment : 

E. Overview Statement: 



■The increased need for students td«bie ^are of consumer 
■frauds has been emphasized by recent cases such as the Holiday 
Magic fraudj^and tlhe Home-Stake Production Company dwindle. In 
the Holiday Magic fraud, people were being eacouraged to in- 
crease their income by a "flagrantly misleading'^:chain-sale 
scheme."-'' In the! Home-Stake Production Comparty.' swindle , 
pepple. (including! some well-known pfersonalfittles giich as 
Senat.OirMJavitts , (Seneral Electric's Borch, and singer Lisa 
Mhneiii*) invested money that was supposedly used for the 
^Svelpp^p^ent of oil fields which also provided them with a 
t^V^a^^ and a chance for huge profits. .'^ '■'v''-^ 

'^v^L.VThese types of consumer frauds and others wH.l^be 
discussed in this unit sq, that tlie student will^pvbid becoming 
the victim of any deceptive selling .or ;q^ther type' of consumer 
fraud. In this unit thV student will also learn what his rights 
ate as a consumer who has been the victim of a consumer fraud ^ 
and how to handle himself in such a case. ' . 



II. OBJECTIVES OR LEARNING GOALS (STUDENT i;pBJf;CTIVKS) 

» ' ' - 

A. To develop an understanding of consumer frauds. 

B. To develop the ability to recognize a ogpsumer fraucf.; ■ 

C. To develop the ability to ap^lyz^ a (:,6v^i^er tr3i^^''BXtd 
proceed with an appropriat(^-jpbrrectiv^ ^gp .cedure 



--mi 



CONSENT OUTLINE 
A. Introduction 



B« <• Types* of'' Cdhsumer Frauds. 

' ^' ■ * ■ 

1. Advertising. 

a. Correspondence schopls.- 

b. Chalfr"letters . * ^ 

c. Dance studios^. *^ . 
^\^;d. Medical fraud^. ' : •. .T 

e. Charity rackets . 
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-^Paul Friggins, "Pyramid Seip-pg- 
Reajer^s Digest > 104:70-3^§^^ 
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2. Selling ' - 

a. Pyramid selling (chain-referral selling), 

(1) Cosmetics (Holiday Magic) 

(2) Appliances. 

b. Door-to-door selling. 
(1) Books. 

^ (2) -Magazines. 

(3) Appliances . 

tc. Unordered merchandise" ' " ^ 

,(1) Books . • • 5.? 

^ (2) Cards, / / . ^ . 

, (3Jf Key chains/ 

C. Co^isumer'^otection/AgenQies and Theit Services to the Consumer, 



1. Local. ^ 

a. Private, 
•b . GovemAient. 
'2., Federal./' 



IV^ ACTIVITIES 

A./ Introductory, 



1. Using a recent case of consumer fraud/ftcaii a newspaper , 
' • clipping, magazine article, or consumer^Sgency press r • 

- : ' release. . 

a. Explain the sit'ugitdon. 
; ' ' (1) Read the soiirte. ^ 

/ "(2) Summarize the situation, 
b; with a discussion. 

. ^ (1) What are the rights of each party? - 

.1 - (2) What action should be^ taken? 

c. Have the students summariie/by writing the classes 
< / \ ' . . cpnt^usion. 

. 2. Using\i:ite.^ record "Stretching A Buck," available from the 
Cooperativ^e Extension Service, University of Connecticut, 
a. Pi^y the section entitled "Do to Door Salesman." 
. ■ ■■ (1) ttaye the students jot down any notes, for use in 

discussion which will follow. ' - 

« (2) Stress that one should *lis tea carefully as 

' important , points follow one '^nother. . :\ 

■ ^ b, Follow with a ^cliscussion. - * - ./../j^V o/ 

(1) By calling on students at random, have them expiairi 
• some of the points which they jotted down. - . 

f ■ » ^2) If there are any points which the students missed, 

either mention" these points- or play the record 
again.' V , 

B.i Developmental. . , . ' 

■ " 1 ' ' " • •* - * - • ■ . _ J 

1.^ Student Activities (outside of clas's) . 

a. Readings . - • 

50 
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CD The Consumer In the Marketplace > pages 434-8. 

(2) The Right to Be Inf ormed > . Unit 1, pages 16-7. 

(3) The daily newspaper. 

(4) Other assignments as assigned. This might include 
recent articles on consumer fraud. 

Projects. * , 

' (1) Write^a^ skit illustrating one or more types of 
oonsumer fraud. ' The following are examples of 
what the skit might entail:' 

(a) John is interested in a summer job. He reads 
an ad in the classified section of the news- 

* paper. "Students-^a chance to earn summer 
cash." John calls the number for more In- 
formation about the jojb.^ Th,e next"day he goes 
for. an Interview after school. (pyramid ^selling) 

(b) Mary is getting married after she flashes hi^gh 
schootT^* Her engagement picture was recently 

0 in the local newspaper. She receives a phone . • 

call from a salesman .who is interested in 
"' selling her arid her fiance a beautiful set of 
' name brand kitchferiware. When the salesman 

comes to the house > she leaxns that this lis 
..not merchandise that yoti wpuld find In any 
local store. Therefore, the price can be 
much lower than that of any local department 
store. (door-to-door salesman) 
(2) Cpnstiruct a game in which different examples /,df 

consumer fraud are illustrated. The followihg are ^ 
possflble games that might be developed:, 

(a) A pointer typ^spinnlng device with the 
categories advertising, selling, arid frauds. 

• If .the- poihter, lands on fraud when spun, the * , 
player misses a turn. If the pointer lands on 
advertising (selling), he takes an advertising 
; ' (selling) card^ The card will give an example 

^. of an acfvertisement . (sale) . The player will * 
read the card and have to decide If there 
was an-^ct of coni^umer fraud. If .the player 
is correct, he will move a certain number of ^ ^ 
^paces on the board. If he is wrong, he VllF 
move back a certain nunter of spaces. The 
person who. reaches' the^ center of the board 
first wins. 

(b) Set up two groups with an even number of 
people. If there, is an odd number of people, 
the odd person will be the caller. The caller 
can also be any member of the opposite group 
answering the question. The caller reads a 

^ situation of fraudulent advertising or. selling. 

The group will have to tell which consumer 
protection law would apply. Certain number of 
points would be given for correct answers, the 
group with the most number of points would win. 
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(3) Construct a bulletin board. • 

(a) Illustrations of different types of consumer 
frauds . 

(b) Certain "red flag" expce'ssions to look for. 
(c.) The approaches one goes through in buying a 

product so they avc^ becQming the victim , 
of a'^Xonsumer .frauii. \ 

(4) Prepare an informative comic sti;ip. 
(a) Make up .characters ot use well-known ones ' '4^^''* 

' like Snoopy or Na^cy. 

'(b) Have d't:6iisumer lesson as the subject. v . 

(5) Design a set of posters that a consumer protection 
agency would use. \ 

(a) Pitch the subject for the community or a 
particular group, 

(b) Briefly state a consumer warning such as 
"Read Contracts ^Be|ore Signing." 

(6) Set up a'j^oc;k. panel " from a consumer protectipn 
agency. . , . 
(a) Have students' a^k p.anel q'uestions about possible 

consumer frauds, • 
/ (b) One'or moi^ members of the panel would repfy. 
Student-Teapher Activities (in class). " " 

a. VieW; Project Filmstrip. 2, frames 13-22 from Smart 
. Spending (kit). 

(ly. Befbre. ^ - - - ' ' ' 

(a) Distrib^ute Honey Matters ^.fp-a^ of kit). 

(b) .. Look at' "Check list of advertising and selling 

appeals" on page 10, together. 

(2) During. . ' ^; 

(a) Teacher ask^ students ques tions . ^ 

(b) Students respond^hen called upon. 

(3) After. 

(a) Divide the class into groups of four. ^ 
. (b) Students discqss and prepare a list of TV 

newspaper advetJCisemfents which are similar to 
^ the ones in th^ filmstrip. 

b. UncTrdfered Merchandise. ' . 
(l^, Teacher brings in sample of unordered merchandise, 

(2) dt^ss dis cuss ion, * • 

(a) Should it 'be paid for. 

(b) Should it be sent back. • • 

(c) Other alternatives, 

(3) Read pages 14-5 ifi The Right to Chbose , Unit .3. * 

c. Record: "So You Want Something for Nothing." 

(1) Play ^ach, section. 

(2) Follow each with a discussion. ' 

(a) Identify the' customer 's mistake(s) . 

(b) Explain the gyp^ 

(c) Identify the warjiings*. 
. (d) Give some buying tips. 

d. lyook through the latest issues of Consumer Reports 'and 
other publications. • " 

(1) Select articles related lo consumer frauds.. 

(2) Wrltq a brief summary of these articles. 
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"e.^ Discuss articles summarized in d . *' '^v 

t:s Guest speaker from the Connecticut Consumer Protection 

' ■■y ' V: Council. . " " 

• ■. 1- ' ' .' ,* * 

C. Culminating. ■ ' * 

1 . Speaker. ' . ' . 

a. Lawyer who has represented many* people in cases of 
consumer fraud. ^ . .. 

b. Person from the Connecticut Consumer Protection Agency. 

c. \ Terson from the Better Business Bureau. 

d. . Person from th^' Connectic^qt Citizens Action Group. 
' 2. Projects . ^' . 

a. Individual student visit a; G6ns6mer prd^ection agency. 
. *' (1) Develop .plan with teacher.' ' 

(a) Identify purpose of -visit. * v* 

(b) « Discus^ what thfe studertt should do. ' ■ ^ 
^ (2) Write a sumniary of visit. 

b. Two or more students conduct a survey,, 

(1) Develop plan and purpose of survey and consult 
. with teacher periodically. • 

(2) Summarize findings itl writing (consult with teacher 
as to format).^ , 

.3. Tedcher administered game (i)bssibly siTi;illar to '*(2) (b) on 
/"previous pdgej, . > 

a. Review of consumer frauds . 

b. Bonus points, might , be given t©. winning group or person 
.on next exam. 

4. Class field trip. >. 

a. Small claims court. 

b. Better Business Bureatr; 

* . c. Connecticut Citizens Action Group. 

d. Connecticut Consumer ' Protection Agency. - 

RESOURCES " . 

■ ■ > '% ^ 

A. For Teacher. ti 

^ 4' /. " ' 

1. Bibliography of Consumer Education Materials . 

Commonwealth, of Pennsylvania, Department of Education, 
Bureau of General and Academic Education, Division of 
Social Studies, Box 911, Harrisburg, PA 17126. 
: October, 1973. / ' < . 

2. Center of Consumer Education Services, State Department, of 
' Education, New. Jersey Residential Manpower Center, 

Building 871, Plainview Avenue Edison, NJ 08817. 

3. Changing Times Teagher^s Journals Changing Times/ • 

Education Service, 1729 H Street, NW, Washington, 
DC 2000j6^ Distributed with classroom subscriptdrOris 
to Changing Times . , ^ 

4. Consumer r\- Home Econt)mics Education In Connecticut 

(bibliography). Connecticut State Departfment pf 
\\ Education, Division of Vocational Education, State 
Officie Building, 165 Capitol Avenue, Hartford, CT 
,0"6115.' 1971-1972. , . 



^\ ^ * 5- Consumer Education Mbllographv^ . Cpamohlet)'. ^ ^jf^liahpH 
' the" Federal Office of CpftsYimer Affairs. Aviilabie^^ 
' \ . . through the Superijife^^ .^""^ ' • 

Goyernment^ ftiTitinV^f ice, Washington^ DC 20402% 
September, *197a/ 

^* Consiuner Education Curriculum Guide for Ohio , rnstructibnar. 

Materials Laboratory, Trade and Industrial Education,-' ' 
. / * -Thie Ohio State University, 1885. Neil Avenue, Columbus, -'^ 

V- ■ • : ■ oH'.;^32io. ^, ' . , . ,„v^^, ■ . ■ , . ' ' . 

^.^> Cen6ui6ef News (monthly newsletter). Published ^y. the . 

.' Fe|e'ral Office. t)f Cbnguroefc through ' 

^"^ V/: . ' ' tWe Superintendent, of Documents,. UtS. Covemment - . . 

; ^i'^ Vv- • Printing Office^ Washi)ngton,. '|PC ^402. ,\ ' 

' Guidelines: Consumer^ and Home, Economics >£I<jlucation - ^- ^ 

'^Ir ;^ ^' * (pamphlet). , Connecticut State"'Dep^a|tfli^ Education, 
' i'^i^^V^' .Division gf Vocational Education, ^aG^^f^ic^ 

'\''-'-^'^'^t-0^^^- ^ Bi^ldiAg, .165^ ^^pitol Avenue, 4lart fVt^^^^a::^^^ 



^ i;' ■ '■:'^"^-'^-:^'h0^'- ^ Bu^ldiAg, .165- ?^pitol Avenue, ^lartf^r^^-^CXi-JOm^S!^:: « 

^^-.K. 'Jr ^ 1970-1971.' ^ ^ ^ 

<y \'\ Guidelines for Consumer Education (panphlet) The Of fi pp 

* \': ^pf the Superintendent of Public I'nstlruction, / . 
' ' . Springfield", XL 62706/ July, 1^73,. 

10 • NEWSLETTER: American Council on Cons^iiiner iTiterest . The 
Iftiversity^ of- Missouri, 238 Stanley Hall, Columbia, 

• ^ . ^.^^9-'^' publishes Consumer Education Forufa 

• V " - and Journal of Consumer Affairs / ""^ ^ ' - 

, ' Pi-eparing ,the Consumer Educator , Consumer Union of U.S., 

. . ^ » 256 Washington Street , -^Mount Vernon, .NY 10550. 

• .1973. . 

■ ■ • » • • ' . ^ ^ ■ ' . ■ , 

V -^^^ Secondary Level Consumer Education .' Consumer Union of 

' : * U.S., Inc., 256 Washington- Street^ Mount' Vernon, 

NY 10550. 1973. . ^ , 

13. Suggested Guidelines for Consiimer rfeducation^ Grader K-12 
(pamphlet) i Superintehde(it of ^Documents , U.S. 
V • .Government Printing Office,. Washington, DC 20402. ^ 

^ - ' November, 19 70. ' • ,' 

• Teaching a Course in Personal Economics (pamphlet). 

Joint! Council on Economic Edoication, 1212 Ayenue of • 
^ ^' the Americas, New York, NY IOO36. 

p. Teaching Personal Econotnics, in the gusinegs /Education 
' Curriculum. Joint Council on Economic Education, 

1212 Avenue of the Americas,* Ne^^York,.NY 10036. 
^ 1971. (Also^ones^ for Social Studies Curriculum 
and Home Economics Curriculum). - 
* *' 16. Teaching Tools for Consumer Education . Consumer Union of 
U.S., Ipic, 256 WaWhington^Stree't, Mpunt Vernon, NY 
. • 10550. Distributed as^a monthly service with 

Education Order Plan. , - 

17. The Consumer Educj^tpr (monthly newsletter, Se'ptember- 
0 " , . . ' June)., National Association o^ Secondary School 

Principals, Dulles 'ttiternatidhal Airport, P.O. Box ^ 
J' ' 17A30, Washington, DC 20041." 
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9 ' • 

For Instruction and Student Use. ' » ^ / 

^ 1. Better Business Bureau of Greater Hartford, Inc., 
• 250 Constitution^ Plaza, Hartford, *CT 06103. ^ 
Publications such as Don't Fall for These Cimmick^ . 

2. Changing Times (magazine) v' Changing Times Education 

Service, ^1729 H Streat^- NW, ..Washington, D.C 20006. 
Articles such as: 

"Gyps Aimed at Older People^" 27:Ao" 

September^ 1973. ' h 

"Watch Out for These Travel Gyps," ^' 
27:51-4, February, 1973. 

3. Consumer Affairs Foundation, Inc., 150 Tremont,''Street , ^ 

Boston, MA 02111. ProvJ.des some publications -pre- ^' 
p.ared in cooperation with the Better Byieinesjs Bureau 
such as the leaflets: I Want' My Money Back! and 
Read Before You «Sign. ■. , ^, 

4. Congumer Be Warned: Frauds v& Deceptions . Cassettes Un- 

limited. Inc., Ronoake, VA 76262. 
' 3. Consumer Reports (magazine). Consumer Union of lJ.».^ 
- . . Inc., 256 Washington Street, Mount Vernon, „ NY 10550- 

^.v^^ Articles such as "Door-to-Door Sales" and "Harrassing 

Hi^tij^. The Debtor" which appeared in February, 19 73 issue.. 

Z*^. Connecticut Department of Consumer Protection, State 
Office Building—Room 105, 165 Capitol Avenue, 
HaVtford, CT 06115.* The following^is some of the 
information^vailable: ^ . 
Booklet: ,$ Help , May l, 1974. 

Latest publications of consumer protection laws» 
News releases such as : 

May 22, 1974 — ;Case involving Bull Investment 
^ Group, Inc. of New Hampshire, Golden Book 

of Values, Inc. of New Jersey, and nine -t. 
other, defendents (example of pyramid selling) 
April 16, 1974— Column //57, Unordered Me r- ' / 
chandise . 

' April 2, 1973~Holiday Magic Inc. (example^ 

of pyramid selling). 

7. Cooperative Extension Service, University of Connecticut, 

, Storrs, CT 06268. Provides resources for consumer 
education such as: 

Flip Chart: Bait and Switch 
^ . .Leaflets: Deceptive Pri cing, Itinerant Photo- 

graphers, The Door to Door Selling Law, 
Unordered Merchandise, Win Big Money "foif 
Solving Puzzles.'* 
Record: "Stretching A Buck" ^ 

8. - Don't Get Ripped Off (leaflet). Francis B. Burch, The 

Attorney General, One' South Calvert Street, Baltdfmore, 
MD 21202. ' ' * ' 

.9. • Federal Trade Commission^ Regional Office, Boston, MA. 

Publishes Guide Against Bait Advertising as one of their 
many publications. . ^ ' 

* • » •* 

Any of these materials are also applicable for teacher use. 
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/ 10- General^Business Skits (Monograph 124) > ^^^Hprm^n Mfn^7, 

South-Western Publisfiing Co., 5101 Madison Road, 
Cincinnati, OH 45227. 
t * 11; How to be a Loser (records or cassettes). Doubleday 

Multimedia, Bo;|c 11607, 1371 Reynolds Avenue, Santa 
Ana, CA 92705. 

* V ' 12. Marketplace, The (Consumer Education Resource Kit). 

Changing -Times Education Service, 1729 H Street, NW, 
* Washington, DC 20006. Includes Teaching Guide, 

transparency masters, activities booklets, case studies, 
a simulation game, record, charts, and reading and 
. ^ ^ ^ resource lists. Note sections: "Avoiding Gyps and 

* Frauds" and "Safeguards for Shoppers." 

' ^ ' 13.f ModertKConsumer Education (Consumer Education Resource 

^, " » Kitn Grolier Education Corporation , 845 Third ' 

..." Avenue, New York, NY 10022. Includes Instructor's 

" Manual, booklets, tapes, f ilmstrip's $ and wall charts. 

" f . Note:, Tapes -E and G. . ^ 

/•^ * 1^- ^Money Management '(Consumer Filiii jr ||di|r Kit). 

Changing Times Education Sei^v^Pl729 H Street, NW, * 
^ Washington, DC 2OOO64, Includes Teaching Guide, 

• • ' forms, charts, si^tuislations, transparencies, and 

^ ' ,i;Q^ding 'and resou|c^!n.sts . 

15. Newspapers-- New York Tidis , Wall Street Journal , local. , 

16. Newsweek (magazine) . N#sweek, Inc., The Newsweek 

- • ' >,Building,. LivingstoT^ NJ 07039. The fjcJJjtSG ing are some 

articles which appeared' recently; 
^ /'A Star-Spangled Swindle," 84^56-7, July 8, 19 74. 

''Have Agency, Will Travel,". 83:66-8, June 3, 1974. 
"Skin Game? Potential Scientific Scandal at ' 
* Sloan— Kettering," 83:57-8, April 19, 19 74. 

•"Scotch Hangon^er: Scotch Stock Fraud," 81:82, 
May 21, 1973. . ' / 

17. Programmed Instruction 'in Consumer Education . Home 

Economics Instructional Materials, Texas Tech., 
' 'i^ ^ Lubbock, "TX 79409. Note: Unit #2 Advertising— 

- Fraud or Foe . . 

18. "Pyramid Selling — No. 1 Consumer Fraud." Paul FrigginS. 

Reader's Digest . 104:79-83, March, 1974. 
r\ 19. Smart Spending (Consumer Education Resource Kit). Olcott 

Forward, Educational Audio Visual, Inc., Pleasantville , 

10570. Published with the 'cooperation of the 
Better Business Bureau of Metropolitan New York'. 
Includes Teaching Fuid^., documents, readings, recordings, 
dramatizations, and filmstrip. Note: "Advertising and 

* . ' Selling Practices." 

20. The Consumer an the Marketpl-ace . Leon Levy, Robert Feldman, 
/Simpson Sasserat>i. Pitman Publishing Corporation, 
.6 East 43rd Street, New York, NY 10017, 1970. 
Pages 434-8. . 

(21- The Right to Be Informed (booklet from CT^S Consume r^ Law 
IJit). Changing Times Education Service, 1729 H Street, 
NW^ Washington, DC 20006. Unit. 1, pages 4-7, 16-'jfj 



22. ' The Right to Choose (booklet from CTES Consumer Law 

Kit). Changing Times Education Service, 1729 H 
Street, NW, Washington, DC 20006. Unit 3, pages lA-5. 

23. ^'This is Fraud!" (^^ mihute filmstrip). Filin Fair 

Communications, 10'900' Ventura Boulevard, Studio 
City, CA 91604. 
• • « ■ ■ ' . ' ■ 

VI. EVALUATION (MEASUREMENT OF STUDENT GROWTH) 

A. Participation in class discussionsiP^ 

t X ' 

o ^ ■ 

B. Projects worked on. , 



C. Test iqi^which student* has to' analyze cases involving 
consumer frauds. ' ' 



r 
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DATA PROCESSING 
What is a Digital Computer ? 

Learning Activity Package 

By Elaine Vaillant } 

In 1950, there were only about lo' or 15 digital computers in 
the entire United States, Today there are more than 70,000 and 
their numbers are doubling every 5 years. 

What, do you think a digital computer actually is? Are you one 
who believes that electronic 'computers can solve any imaginable 
problem, no matter how difficult or obscure? Are you convinced that 
any result generated by' a computer is invariably true and correct? ^ 

If you are at all curious »i turn the page and begih your 
journey through the world of digital computers. 

Note: The page numbers used throughout this LAP refer to 
the numbers at the bottom of the page, \ 




BEHAVIORAL OBJECTIVES: 



At the conclusion of this Learning Activities Package (LAP), 
you will be able tp 36 the following: 



I. Given 9 processing devices, you will label at least 7 *of the 
device^ correctly ,as either analog or digital ^d explain?.why 



II. You will draw a diagram of the flow of information in an- 

electronic digital computer system and explain the functions 
performed by the different components. 

(Performance Exam) ' ' 



Go on to the next page 
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Now th^t you have read the object ive« 
select, one (1) of the foilowing pat. 



"GroovyV I already kn.ow why digital 
computers are. getting to be so 
popular. I think I'll^go to page 9 
. and^take the self-test and. see h6w I 
do. I^ay not have to ibok o;^er this 
material." ^ ^ 



II. "I haven't th^ slightest idea what 
a digital computer Is really about. 
So, the best thing I can do is* 
carefully, look cj^ver this material 
beginning on the next p^ge. It will 
only take a few short minutes." 
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Do the following assignments: 



Read the' inf Onpacroh contained in this package starting on page 5 
and work thrbugh; pjafe^ 7« / 



Read >ovet the; pa^es lndica^^ (1) of the following booklets 

which may be f outid in our library. 

Compaters^Theory and Uses: Vincent S. 
Barnowski, National Science Teachers 
• .Association, pp. 1-26, 73-91, 101-106. 

. . .Computet's: William Corliss, United States 

^ Atoinic Enfetgy Commission, pp. 1-13, 
. . I " 17-25, 

* : ' ' Th^ Qoiet Revolution: The American Feder- 
^ ^ -atlon of Information Processing Societies, 

'pp.. 1-13. 

More About Computers: IBM Corporation, 
\ : : : . / pp.' 2-16. - ^ 

./ You and the Computer: Student Guide, GeneiybL 
; . , Electric Company, pp.^^l^l. 

' , ; What is a Computer?^^ National Cash Register 
-Company, pp. i-2^J||^. 



Journalists, cartoonists, and programmers of ten'attribute human 
characteristics to daea processing' hardware' (mAchines)' Respite * 
the fact -that compirters are mechanical devices incapable of 
emotXphal reactions. Why do you tliiinit^i^computers -a^e^so often 
•personified? Can ^.you ^think of other inanimate mecli^ihisms w^ 
we tend to endow with human characteristics? Write* yoiir answer 
on a Separate piece <^f paper, and hand it in td yqiit- teacher 



.WHAT IS A DIGITAL COMPUTER? 

A ^- Il^T ^''^ ^""^ ^^^^"^ ^^-P" °^ computers: ..digital and analog. 
A digital computer works with numbers or letters of the alphabet. : 
and special symbols that can be coded numerically, it solves ' 

ol'vJi^^'^Hf L'^"'".''" couriting. adding, subtracting, multi- ' 
plying, dividing, and comparing. An adding machine is. a digital ' - 
Pnmn ^* ' w .^ register. Numeric data .can be stored in digital 

computers until a tot^l or/result is desired. The answer represents 

wJde?v 'T'''"'-'''' --P-ters are " 

widely used in processing business data and many kinds of engineering 

^ An analog computer is a type of calculating machine that uses 
physical quantities to represent numbers that c!n be meL^^ed (such 
as voltages, resistances, or rotations). Therefore the analog , ' 
computer is actually a measuring device. By means 6f gaugesy meters 
and wheels, the analog computer can measure and procesf physical ' 
Irat'^e nr%"f ^^^"""-^-of. electric current, speed of sound, temp- 
erat.ure. .pressure, and .velocity. The speedometer, by me^ans of a - 

rotating wire, measures Ahi„sp_e_ed _a_t_vhich_a_ca^.^^^n8._--T^^ 

.pointers on a meter can measure the amount of gas or electricity 
vToLTJTy. -^"^l^g '^"'"P^ter accepts these measures and 

processes^ them as directed. It is used mainly in scientific research. 

Simple anal6g computers are'used in everyday life. For examole 
when you step on a scale., it measures your- weight . The weight of'yo^r 

on I dJi r^"''' °" ^"^^ ^° ^° - certain nle " 

on a dial. This number represents your weight. 

• Another simple analog computer, the thermometer, is often made 
witj a glass bulb on the end of a fine tube of glass that has a 

aTotf ^hich' -n^ ^ liquid. s^llTs TrlTor colored 

alcohol, which will expand and contract with changes in temperature 
An increase in heat causes the liquid to rise in the tube to a certain 
number or temperature reading. When the liquid cools, it "faUs-" in 
the tube and produces a lower t'emperature reading. . 

th. comparison may be helpful in distinguishing, between . 

of iHht f?xt A digital computer can count the'numbT 

of light fixtures in a building. An -analog computer, on the other 

comp^te^s TrTZ: It °' '''''' °" fixture Bo.^/ 

received L h f ! T'"'^" ^"^^ process the data* 

received, as directed by a program or formula. a 

^ Because analog computers can accept data directly from gauees"' 

to oL'ch':; -asuring devices, the data d. not have to'bTconve^te 

to punched cards or other input, media and entered into the compu^.e^! 

' . , - ' DC 5 • . ; 
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This f eature iq^kes , tae a 
such operations as ^ontiro 
automatic pilot device's. 



The flow of iriformatio 
illustrated belowr 




Lc comput^T systefd ia 




MANIPULATION 

3E 



CONTROL 



STORAGE 




GPU 



All digital QomputerSf reg'ardless of size 'or make, have a 
central processing unit (CPU). In addition all computer systems 
\: are equipped with one or more input and output (I/O) units. 

The GPU performs arvariety of functions. Storage memory re-- 
ceives and stores iristructfions as well as the data to be prgcessed. 
It translates input data to the lafiguage system of the computer. Itr 
transfers and edits s.tored data.*%It iriakes arithmetic computations.. 
It makes, decisions of logic, ftpirects the action of the input and 
output units. Moreover, a control device located in the central 
processing unit*m'ake^ these fjunction^ work in harmony with one an- 
other. • ^ ^^t 

The CPU is, thus, the, heairt of , the electronic computer system. 
' It consists of. irjternal storage, arithmetic-logic , and control 
components. -'l 

In all computers, the digits^v; fetters of the alphabet, and symb 
entering the CPU must be translated' tD>^^^ system of the 

computer. Language tr anslat ion iVhandled automatically by the CPU. 
For exampin; data pufiched into caids i^n Hollerith G64e>re converted 
tp electronic impulses that make, up the language sysl:^ of the 
computer. < • . - 

• ' ' ,"• • ' 

".'*'■ ■ ■/ ■ '•" 

The internal storage component -of , the GPU is its memory. It can 
accept, hold, and rel-ease data as well as the instructions for; pro- 
cessing. these data,'. Data and instructions for processing the data 

• DC 6 ■ •-. ■ ., .. 
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are stored as electronic impulses in specified locations in the memory 
unit. . ' 

All digital computers aire equ4:pped with an^ arithmetic-logic 
cpmpdnent, which adds, subtracts,* divides, and mult.iples numeric data: 
as diretted by the program, 'xhis unit also enables the. CPU tcy make * 
(pertain logical decisions in regard to the data it is processing., 

, So far you have examined most of the vital organs of the central 

' processing ;tjj^t- of a computer. .One organ translates the data- ftom • 

the langu^e Qfy^rhe ;input medium to the language of tKe computer. 
' Ot^^er/)rgataM^^ in memory, make oalculations , and arrive at 

dfecistons'o&ii' the'- basis of name or nuinbe^C^comparlsons. What gives 
rife*to these organs and* make^ them, woi^k in harmony WLth one anotherZ*'^ 
Thp control component contains- the master clock that provides this " 
life-like element. ^ * - 

The control component regulates the various ftinctiions of the ' 
computer. le is here that the intricate timing, system of the computer 
IS. located. It is here, too, t!iat the instructions making up the 
program^are interpreted. . • 

All digital computers aire equipped with one or more input and 
output units. These units, which are not considered part of the CPU, ' 
bring raw data to the computer and take^^Wessed information from it. 

^ The , input unit consists of S^^^oiL.jaore devices cap'able 'of re- 
ceiving information and instruc^^^^ to solve a problem. After- 
receiving the data, the input^fiit communicates the 'data to the CPU. 

After the problem has j/een solved and the processed. data have 
been stored, the computej/must reverse its opening procedure. It 
must now send the answej/in the form of electronic impulses to the 
output unit. The putn/t unit records or displ^ays the processed in- 
formation on oiitpilt n^dia. ^ . 

^ Externar co^ol of operations by an operator is also possible. 
An operator carj/cbntrol operations through the use of i console ojr 
console inquiry station with which computers are equipped. 

The console" is used to provide informatj-on to the operator about 
the performance pf the system, to enter information into the system 
manually, to alter the data in storage when necessary, and to start 
and stop the computer, ' 

. console inquiry station Usually contains a.-.built-in or 
auxiliary electric typewriter. With it the operator can enter new 
data or instructions into the computer. ^The reply will be typed out 
on the inquiry station. 
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Tracking for 
Self-Test 



Select one (1) of the following paths: 




• ■ * / "Boy, I sure know this matei^a? 
' - now.' /I'll go and take the self- 

. ^ test on page 9\ Thus .will show me 
how well I learned my- material and 
met the objectives"on page 2. 
I'll check my answers and gi^ade 
^ ' myself." 



"Heck.I I^mvjBtill confused about 
wtiat a digital computer is all 
about. I better go to page 5 
jand ,seek additional inf or^^^tion. 
This will help to clear things 
up." 



Self-Test 



Directions-: DO NOT.- ANY MAr/oN THIS SHEET. Without any notes 
or help fr<jm your fri*nds,-, answer the following on a..sepaFate sheet 
of paper. . . * 



Which ofVthe following are\ analog which aTe digital' 

Place an A or D tl'ext to'the number of the Item to represent your 

^wjrvn' K^''' f^-^ give a word or tVo of explanation as t5 

wny..you chose analog or digital. - .. - 

y ■ ■ ' . .,• ' . . 

JL. Tape measure " ^ « • ' 

Bathroom scale , .? 

3'. Auto speedometer » • • 

4. Auto fuel gauge . . . ^ ^ 

5. Counting turnstyle 

6. Photqgrapher's light meter : , 

7. Thermometer 

8. Adding machine . . ' * . • ' \ 

9. Cash register - ^ 



Check ,ybur answers on tl^^e next page^ 



0 
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Answer Key ' to Self -Test 





, A 


2. 


A 


3, 


\A 


4. 


A 


D • 


TV* 


.6; 










A 




D 


9. 


D 



V 



Measures ihches and feet 
Measures wei^^t 

Measures miles per hour ^ ^ f 
Measures quantity of fuel in, tank 



Counts . \ .: . ■ 
Measures amoupt of light 

Measures gempfer^t^re 

■ ' ■ ^ ■ " . ■ . • * 
Counts numbers 

Counts numbers 



\4 



^An analog device measures, while a digftal device counts' 



•'■■i^/, JTurn the page:. ^ 



i5c ro 
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E>^luation of the Self-Test 



f-'-' •••• V 

^Select the path below which^ tells* 
how you did on the self-test: 



9 ■ _ . 

I. -"Yipfpiel I got 7 or^ more of the 9« 
questions. on the , s^^f-test correct. 
I qan now go. on to the Perf ormaftce 
Exam at the bottom o£ this p£^e, 



something. wrong T I^m ' 
just not 'myself today. 1 didn^t 
master the self-test according to 
the objectiveK, I had better 'go 

- back to page 4 and .select another 
path to reach ch^se objectives. 
Ther. I'll review the information 

; at the beginning of. this LAP." 



PERFORMANCE EXAM 



Hand this Learning Activities Package (LAP)abacl^ to your teacher 
and ask. him^- to give yoii the Performance Exam, which will .explain what 
you are to. do^ After-you complete this exam satisfactorily, follow 
the directions below.. 



en ^ 



\ 



You made ^it ! 
Go have ^ sodal- 
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LAP PERFORMANCE EXAM 



WHAT IS A DIGITAL COMPUTER? 



By yourself and without any help'Txom your^ notes or friends, draw 
a diagram of the flow of .information in an electronic digital 
computer system and explain the functions performed by the different 
components- A ruTer is provided for^use in drawing the diagrat^^- 



r 



■ 
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DIAGRAM 



INPUT 



MANIPULATION 



CONTRQL 



STORAGE 



OUTPUT 



COMPONENTS 



CPU 



Language translation— translates digits, letters of the alphabet 
and symbols entering the CPU into the language system 
of the computer. 

/ 

Internal storage component — memory unit within the CPU. 

Arir.^metic-logic component— adds , subtracts, divides, and 
multiplies numeric data as directed by program. 
It also enables the CPU to make certain logical 
decisions. , ' 



Control 'component— regulates the various function^ of the 
computer. 

Input tinit--(::'onsists of one or more devices capable of 

receiving, information artd instrucitions needed, to 
solve a problem. ^ 

r 

Output unit— records or displays the processed information 
- - on output media. - . . 
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''Learning Activity Package 
"By Elaine Vaillant 



DATA PROCESSING 
Flowcharting 



INTRODUCTION TO DOCUMENTATION 

^; Flowcharting . ^ ' 

When you want to communicate something to someone or understand 
it better yourself, you usually write it down. Those things which 
we see on paper are clearer than simple verbal explanations. 

Putting something down in document form such as the learning 
package you are reading. through now has many advantages. In the area 
o-f Data Processing, it enables one to' process data with little or no 
.supervision; enables one operator to assume Che duties of ariotheP 
in ca^e of ^ilness or vacation; provides means for making changes in 
an orderly way and assures adequate controls'. 



Do you want to know what is involved in documentation for 
data processing? ' • 

' BEHAVIORAL , OBJECTIVES : 

'^^^ '■ - 

At the cdn-^lusion of this Learning Activites Package (LAP), " 
. you will ..be able to do the following: - 

I., Given different flow chart symbols, you will be able to name the 
function represented by the symbol. , ^ ' 

■* ' 

II. Given/i problem, you will prepare a flow, chart which provides 
for all ^possible situations in connection with this problem. 

(Performance Exam) >i - 



Gp on to the next page 
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Now that you have read the objectives, 
select one (1) of the following paths: 



"Gosh, Gee, I think I can meet these objectives.' I already 

W quite a lot about, flow charts. I guess I'll go to page 12 

?o r.'L r'!:'"'' ' iVobably won't hate 

to read all of this material." 



. ^ II. "Man, I just don't I>IG this. I never 

knew that there were flow charts. I 
don't k;iow too much about documentation 
I had better ga to page 3 and do the 
assignments to ^Learn more about this." 
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Do ^he following assignments: 



Read the information contairted in this package starting on page 4 
and work through page 10. 



See if you can explain flowcharting as a form of docuraenCation to 

a; friend in class. Plan your presentation by writing notes on 

3x5 cards. of those points you wish to bring out in your explanation. 

Have you explained it in such a manner that he can understand it well? 



If yoti want additional information, read the followihg references 
found in our library: ^ 

Logsdon, Tom and Fae , The Computers In Our Society , Anah4im 

Publishing Co.; Fullerton, California, 1974, p. 199, 

Wanous, Wanous, Wagner, Introductory Data Processing , South-Western ^ 
Publishing Co., Pelham Manor, New York, 1973, %pp. 25-27. 



f 
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'Flowcharting ■ 

One of the techniques of scientific management which is widely ' 
used in data processing is f lowd^iar ting. Any human activity can be 
reduced to a series of separate steps. These steps can be represerited 
by a series- of syrabols on paper to show how an' operation is carried 
out. Analysis of this paper 'or flow chart can^ften show incon-.. 
sistencies or inefficiencies in the. operatiphi ^ W ^wi^e-^^^^^ ' . 
adoption of digital computers depends to a great V^^t o-.thi ability 
of management experts, called "Systems analy,stsV to ^^"r^are flow charts 
Qf complex data processing activities.' The computer is often affec4:-. 
ionately called "the idiot." by people who wo'rkVith' it . J_ts great ^. 
computational speed is onl^ useful when "it js-'giL. complete and de- 
^-il^d_lnniuctl^ The computer will do exactly and only what you 
tell it to do. The slightest omission can/cause gre'5^ errors. To 
see just how hard the -work of a systems can be\ let^ us play . ■ ' 

a little game. ' ' ^ 'l^^^^^fe^ ^ — . 

Have one of your' friends ^stand ^'.^^^m the room and 
place his sweater:;^ Jacket on the ^-^^l^^^ruc t • your|f r lend . ' / 
one step^atU time,, to ^t ,t,n J-ket^p^p^ wiH ,do^ exact^ , . 

and literally, what hey instructed '^''^^^^l*- For exampJ|; ^' '. . 
If you say oply, "Pick up the Jacket ," he^plok. it up by the^'S^,^ ,• / , 
by the Zipper or by one sleL.\.., Keep }fecor/of how' ' many W^^^i \- 
^tructians^^^bst..' Notice that the Wy.'wa^ to -achieve r esui ts i7^.it\^' ' . • 



, to give v^ry exact and. detailed ^.struHion.s. Imagine what 
happen if' you had lo_;,yr,it,. such a program ,„f instructions fo^lC 
<^ M'^^''-'' ' ^H.tivitle.s from geLting out ofled In 




the morning until he arri<rfes^^||ft school. Thi^too%ld be a long program, 



indeed, but no more lengthy or complex than^-tfe program req\iired to 



instruct computers to complete data proce^jJjWf Vbut^ in many 
businesses. The job of writing such a 'p^j^ram of instructions must 
be divided up among a .ti umber of indivi^(ii(j^[^, ;.The flow chart serves 



as a guide to these programmers. '^i-^ 

There are a number of different s^^^ of symbols tha^^^can be 
used for flowcharting. The set thatj^yjjfi^. w^ is illustrated 

below. 



. . Aux,i21*iary 
^Operation 




^ Input * / '^pstr^ Decision 




•L Clerical 
^ Operation 




..^ ■ 'Proqj^sing 



Document 



z^: ,W 



,1 / 




Termtnnl (start or stop) 



Connector 
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• How are these symbols used? To illustrate, let up prepare a 
.flow chart for a simple activity. 



The first symbol on every flow chart 
is the* start ^yrafeo^^ This shows us 
where the proces'ij.v'bj&jgln^.. The 
TERMINAL SYMBOL |.^i< 




/ ^ Start ^ 



EKLC 



Sandra Snooty, a student at Central 
High School, is asked x.or a date 
by Ernest Eager, also a student 
at Central. This request is ^ 
represented by the INPUT SYMBOL. 
The two symbols are conniected by 
an arrow showing the direction 
of the operation. ' ■ " , 




Sandra is a very popular girl. 
She has so many, activities that 
she' keeps an appointment book to 
list them. She asks Ernest to 
wait while she checks .with h^r 
parents concerning their plans 
for Friday. Actually, she runs 
to get her appointment book. 
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-When she gets the book, she 
looks up Friday to see if she 
already has ^.d^te. This is 
also, represented by PROCESSING 
OPERATIONS^ SYMBOL. 



1** 



7SN 




Fetch 
* I Book 




I 



At this point, Sandra must make a 
logical de;cision. There are two 
possible Courses of action, de- 
pending upon whether Friday is 
open or not. This is represented 
by the LOGICAL DECISION SYMBOL. 
Two arrows lead from this symbol, 
one showing the path, to be followed 
by Sandra if she! has a date Friday, 
Vand the other, the path if she has 
no date. 
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If the answer is "yes," Sandra is 
faced with another decisitent Should 
she break her, date or pot? If the 
answer is "yes," she still has an- 
other decision to make-- should she 
date Ernest or not? This part' of 
the flow chart looks like^ this: 

Notice that if her decision to break 
the date is positive and if her 
^decision to date Ernest is positive, 
the next . action will be tro tell 
Ernest she accepts. 




Actually both of the NO answers will 
also, lead to^'the same result. Sandra 
will make h^r excuse. It would be 
possible to draw this result as follows 



\ 





!^^^^h?^^ ' '^^'"^ teenager J- there is. at least one additional 

possibility that must be condicredf After she makes her excuse 
and hangs up. she may change her m|nd/ Then she can always arrange 
in tl;at unique teenage way for Ernest to find out. . Since we don'r 
1?^n^°'' ' ^'''PP"""' wc will put in the PROCESSING OPERATIONS- 

SYMBOL. re.presentxng this step.. Erpest' may, of course, ask again. 
This will initiate what da.ta processors call a.LOOP. The same- 
series of steps will be repea'ted until Sandra makes a different 
giveTbeJ:;"^^°"'-. ^^^ i^-P^"^ chart for this activity is 
















Ernest 


Finds 


Out 


11911 
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Noti.ce that we now have a flow chart of Sandra's activ-ities that ' 
app les not only to hex call. from Ernest, but to any reque t t 
still IS not really complete. After she has accepted t^e da e 
sne may also change her mind, or after she says she m.st babysit 
tal^TroTTu '^"'n --^h-^'-ce wM.l.e She is'dating the e : 

vof think of' team, What other possibilltLs. can 

£^^.:fep--bj.^j^^ 

£;^3;rrth-:-ji:j^- 



A 



Go batk to. the. section, on as.sigUi,ls •and complete"; ti.em. 
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Tracking for ' ' " 

• Self-Test ". "r'^,^". ^■ '^Ir:^. 



Select one (1) of the floowing paths: . : 



"Boy, I-surc know this material now! I'll 
go and take the self-test on page 12.' .This 
will help me to see how well I learned my 
material, aod met the obj^^ctiyes on' {)age,,l. 
I'll check'-my answers ^nd .gfade 'myself . '* 



7 



"Heck, I*m still confused about flowcharting as a form of 
documentatibn. I better go back to page 4 and read- the ' 
material once again.' This should help to " clear things up/' 
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Self -Test 



.Directions: DO ]^0T -MAKE ANY MARK ON THIS SHe2t. Label the " . ' 
following flow cfiart 'symbols as to the function beine represented 
by each. - " , ' • 





;'f. 





^ - 



A'. 



i ■ 



Hi 



Check your answers on-.page'-^5 '""^ 
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EVALUATION OF;^ 

f> ■ .. . ' . 

■ ' k V - ■ ■ • 

SelecC*^tW* patJH'below which tells how yoy^ dW on the 

self-test^^ \tv^ 



.^I. "Yippie! I labeled all of the flow chart symbols " correctly. 
I can now go on to^'the Performance Exam on page 14." 



II. "Heck, something is wrong! I'm just 

not myself today. I didn ^t ^master the 
t self-rtest according to the objectives. 

I had better go back to page 3 and 
select another path to reach these 
objectives. T4ien I'll review the ^ 
Information beginning on page 4." 



/ w 



4- 



EKLC 



4 
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■ • ^ ^ PERFORMANCE EXAM 13 

Hand this Learning Activities Package (LAP) back to your 
teacher and ask him to give you the; Performance Exara which will 
explain whatwou are to do. After you complete this exara 
satisfactorily/ follow the directions below. , 



4- 




Go have a soda ! 
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LAP PERFORMANCE EXAM .. INTRODUCTION TO DOCUMENTATIGN—Flowcharting 

By yourself aiid without, any help from your notes -or friends, ^ 
prepare a flow chart for the following situation: 

' ■ ti ' , , ' ' 

Imagine that you have just moved into a house in a strange 

..' ' • • * _ ' 

town,. Your telephone has just been connected. You f^nd your . 

. «* 

television set will not" work. Imagine the procedure tK'at you would 

J ' •■ ■ ■ 

.g^^ through to call a repairman. Perhaps you will call a wrong 



^^.^^rfumbe^, perhaps the first man' you reach will not be able to make . 
^^'.V service call for three days. How many other possibilities can 
:.;;'^ou think of? Your flow chart will be graded on how completely "you 
have provided for all possible situations. 
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1; 



1i> 



Turn^ to 
'TV Repair- 




Describe 
TV PrJ^lem^^^ 




Give 'Your 
NSme And 
Address 





f 


Repla 
||hon 

c ■ 


ce 

e ^ 



Stop 
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Integrated Exercise 
By Patricia Marek 



CASE SITUATION: 



OFFICE PROCEDURES 
Case Studies 



Grap€Kyine» Gossip 



Ann Taylor is ah'^ Executive Secretly who H^; been.,with Vlp Oil 
Company for six years. She has always^een a: ve^;^ ,c^scientioiis and 
,hard~workiag employee; she waS promoted to the tot^'oS^ ± 
the compa^. ^ She works directly for\Mr. Burke, th'^^lgMRi^ent of the 
conn>any, and;[wofks iadirectl>r-«witU all d|;he1r office^'i^^ Thd^re 
are fourteen otJster office w;ork€crs, inclu(&fing four secy 
•company . ^Ann^'ls^^opuiar witjl^ all the employees, arid o 
she has been instrumental in 'eliidpati|t(g ill" feelings^ 
'/(fious gosgip, and^orkin»g out diifflKtadMces l)etweeri offi 
^vjthout^a. comment to Mr. Burke. flH^Cteh • ^ is no 

iti ^t he 'organization, tfte other emply^refe^^end to look- 
their l^aleon wit)i the top man a geme^fc^^glb e company- 

DUritig lunch' today Ann overheard^.-gra girls 
6iie girl,;Said that she had been told ^^^l^i^^^w^ 
that she^ jfas to be promoted to >^ newllf^dJ^fei^i^^ 

other gip^ replied that she felt the ^^^^^^ shuilld 89^^^^^ ^^!§g^|:%^^ 
son with >ihfi most seniority (presum^bl^^^ pa3 1 ■■fexp^r^et'^J^ 

Ann kneW^hat- this type of gossi^^^wWouMi'^pti^i^ i^^apidiy*Jtftro,i4gh lt§ie'^^^^ 
, office. . . : •, 

POSilBLE STUDENT QUESTIONS^^n: ; , : v'^V? ; 'h^y-- '-^^^'-^^ 




1. 

2. 
3. 

A.' 
5. 

6/ 



Where does an 
workers, her b 



o^ice jiS^.tker* s f ir^t;^l#y^<lt^^^ to her Ci); 

osis , /oi?|^fifi^ company?: - ■^■^^^-^C * ■ ■ 



How can an employee ta^fuj.iy avol'S. peXt};^ 

^^'- 'My^t- • 

It has been said thay^%DSsTf^ii^^ ther*e • i^Jp^ack^ oJ^ 

^er^^ 



understaijidin^^Do 3r<ii^agree^?^^^^ answ 
Can gossip p^^qxtail^j^' ^ If ^o 

Do you agr^iif^^^t the ' '^r.apevine" is a usgjful tool of admnls-''; . • 



tration 
employee 



to 4^yey info.dnation unofficially in Qi:<|gr^to obtain 
reaction to\policy? Caii|^%^u thifij^ of aSi''"e^i^Tnni«i? 



'example '2 

What will happen if the^^mployejr is . not in|&rme!i 
in this case? ' : , v^ \^ * ' ' * * '.r'^ 




on. 



Should the vice-presidenx have mentioned the riew.^pcreitidn to one'/: 
of the girls before it was of f icially annoim<^d ^t«^^ll p 

Describe the. (iharacferis tics or traits that an ^xecut|Bire s^'cyetaty 
should possess 1 , \" ^ 1 
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Do yoji agree with the idea that go$siping is a naturji 
• >ttp<f* should be accepted as such dwd Ignored by managei^^^? 

t:ASE SITUATION: * ^ ^ V ' ; The Receptionis tv 

... y . \ ' 

Jane Black has been a,Se(^retary-Receptig|nist in the Research 
Department of the Rheem Paper Company for .ijP:ght6en months . Prior 
to this time» she had been e^mployed by /a large insurance company 
as a typist, working in an j^f flee with' twexity other girls. Her 
current duties included greet^^ng-cdller^, operating the switchboar<i ' 
for the department^ and typ±^ f&t several^members .of the department/ 

This momirji Jane reci^v^d ^fw outside calls and jio visitors; 
she has been buSy typing a ^statistical report that th^ department 
hdad needs for an afternoon meetii^g. While she was engrossed in her 
typing, a visitor came Into the reception room'without her seeing him. 
After waiting for approxiinatfeiy'^" ten^nminutes ^ J-^ne typed ^.'i he finally 
became of fended, and noisily beg^n to leave the room. . \m_ 

POSSIBLE STUDENT QUESTIONS: . V ?i . \^ 

1. How cQuld this undesirable incident '^ave been avoided? 

- ^-V ■ ■ • > * ■• ' 

2. What personal qualifications vUl make^a secretary Successful 

in greeting callers? Wh^at *'c^utio#-shQuX#she observe? 

: . ^ ■" " ' ■ ' ' ^ u : ■ '"^r / y 

3. Is there any indication that.^^g^jf^'laic&^d fhe qiiallpies necessary 
in performing the duties of deqi^tary-treJ^ptioiilst?' ■ 3 . - 

4. ' Should all callers /be treated with ^i6|ie ,saj^ degree,vof cirourt^^y? 

Is • appearance a good basis for l^tJ^jing \v 
welcome? ' . ''^ fvff^''^ 

/' .-ii, ■ .-• 

5. How can patience and self-coittro^ li^e used in similar incidc 

6. If Jane had r^enognized the visfidrl h^^as :|^eaving, what^Ciuld • 
she have done l%^follow» ^JJ) the incidgpt ? i^^^ - ; 




In wkat way is a Secretary a public relktions^/r^presentative 
her employe^? ' a 

office modif icationjs hel|l^ 

in thje^ future] 



8, Could certain office modification? helf^cj^^^o^^^ ^j.milar inc 




9, Should the indident have been reported to Jane s- employer? 
10. Should the blame ever-be put on the yi'sifibr? 
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" OFFICE PROCEDURES 

■Clerk/typist 

Integrated Exercise > DOT Code No. 209.388-022 

By Janyce Wininger _ USpE Code No. 14.0901 

Ins tradflonal o'b,jectlves , , V '■■ 



.This exeX:is4 will give the SLtudent an opportunity, to, perforin 
the dt^Cies of a clerk/typist in a very small company in which he or 
she ia the only of ficei.employee other than the c?wner for whom ^he 
Works . ^ , ; 

Behavioral Ob,1ectives , , . ' ■ . 

Given instructions with pertinent data a^d the standard supplies 
listed, the student will-i;i?ith neatness and 100% accuracy-^R^erEorm 
the following tasks within . approximately^ 90 minutes: ' 

1. . Look-up: ^ddresses and zip codes in locjal telephone directory. 

2. Compute extensions, sales tax, and totals. 

3. Type from unarranged, handwritten copy on company letterhead 
a purchase order, an invd^ce, and a quotation, each requiring 

.multiple copies. • ^ 

Student Competencies ' . 

' :.;^Thje student should have a knowledge of: 

j: Typing skills ' V 

> and information contained on, various 

■ * -i'-' types of business forms ; , " - 

3. Obtaining a zip code from the local telephone directory 

4, Obtaining a company's address from the local telephone 
" (^rectory 

,5. Operating a calculator • 

6. Proofreading 

.7. Correcting i^rrors on original and multiple Copies 

Time Involved 

■ ■• <- - ■ ' . • ■ ■ 

Approximately 90 minutes '\ 

Materials', Equipment, and Supplies Needed . 

• ' ■ ' ^■ 

1\ Typewriter . * / . . 

: . 2^ Typing ^aser or correction tape or co^irre^ion fluid 

3. Calculator : \ 

» 4. ^Letterhead • <■ / : 

5.1 Carbon paper ' ' ' ... 

6. Onion skin * * • • . 

7 . Telephone^ directory 



Suggestions to Teache r ^ ' ^ ' ' 

' " -'i. ■ . 

This exercise should he given to. the student upon completion of 
a unit on business forras. It requires t*ie*^bility to follow direcfi'ons 
and think independently. - v 

Suggestion's for Evaluation and Grading ^ , 

Purchase Order a-/ Neat:^ < ' 

i. ^ ' . b. ° Accurate , ' 

Invoice cf * Complete- ^ ^ 

d- "Required number of carbon copies 
Quotation e. Acceptable arrangement 

The Job Story ^ ■ ' 

You are the clerk/typist at Stafford Printers, Inc. , which ' ' . 
manufactures fabric for sale to the garment industry. You work 
directly for the company owner, Mr. James Doyle. Because, your company 
is so small and cost conscious , only one type of printed stationery 
is available, the company letterhead. Whenever it 'is necessary to 
issue a business form from your company, you- will have to adapt the 
company letterhead to that particular requirement . • • 

' When you arrived at work today, you found on yobr desk -the 
attached handwritten sheets which give you the necessary infohifation 
required to type a purchase order, an invoice,, and a, quotation. When 
typing these business forms, arrange material" so ^that it will -be 
attractive and easily understood. ' . 

The purchase order requires two carbon copies. Plimpton's 
address may be obtained from the local telephone directorv^'s yellow 
pages. Compute extensions anid total^ . : » * • 

The invoice. No. 5119, for Stafford tigf School, ^Kequ^res three 
carbon copies. You will , need to -compute ^ sajes ta^x' based on the," 
current rate, before totalling. ^ r .^ \ 



The quotation. No. 802, requires two ^fbon copies, and Bi^y 
Needles' zip cod^tan be obtained from the ^^cal telephone directory. 

When you have finished, paper clip eafiPi. original to its copies 
and submit in a manila folder to Mr. Doyle for his approval before 
mailing. . ' . 



. : / '(la^iuu) g: 4,.,^^^^ 

■ ■. ,- ; . L*^,; czu.a. ■' ■ ' : ' - 

<i ■ ■ - ■ ■ ' . ' 
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OFFICE PROCEDURES 
, Filing . . • \ , 

Learning Activity Package 1 . Last Names W^th Prefixes 

By, Joyce: Brennan 

.(?■''. ' ' . • • • 

■ . ' ■ #. ' ; • 

Objective > ■ " , . . 

When you complete LAP' 1 you will be able to index and alph^abetize 
properly, last names with prefixes, . * / 

',''**'■■ 

Activities a - - ' 



Read each '^section ^carefully and then do the practice exercises 
that fdit'ow, 'Complete the integrated practice at the end of the LAP, 

Checking ^ ' ^ . / 

v^* When yoii have completed ^he LAP,:^^check your answers witn the 
"answer key which you may obtain from your teacher, 

Testitig • . ^ • 

When you have completed checking your LAP see your teacher for 
a test on the material covered, 

'■ / ■ ■ ■. ' ■'"'^ ' "■ ^ 

i'i ■ • . ' . • 

^ ' LAST NAMES WITH PREFIXES 

Explanation 1 ' ; ^ 

Look at the name below: ^ , " , ' ^ _ 

D, e B r e u , . ' ' 

! This is a last natne, but It seems to have two parts because there 
are two capital letters, the "D" and the ''B." -To m^ke it easier for 
'US J we make i?t a rule to ^t^]ink of such a name as one woxd,- ' 

^ \ "=> ^ ' ' ' . ■ ^ ■ ' > \ . ' 

.;/;;In t be- name "DeBreu," the ^first! part of the name, the "De," is 
called a prefix . ^ People with name? that begin with a prefix generally 
are from families that came from Europe or ll^tin America. Most of 
the prefixes found in auch. names meant "of" to.shdw where a family 
came from. ,The prefixe'fe have no meaning or importance today, but . 
they are still part of the person's name. - " 

Here are some c&her examples af^- prefixes to names: 

Da, De3f, Des , Di , Fltz, La^ I^ey-MV, Ma^ , Mc, 0', Van and Von. 

Remen^b^rv that .if a name has a prefix, you will think ^^f. the pre- ' 
'■fix and thfe .rest .of the name* as one name^ v. Notice that *some o^ a; 
these pt;e;fixe|v^uch as .Q, have: jusG Vxie letter and then an apos- 
trophe {I) \ > • . - , • ' , 



You. think df the 0 as' pari; of the last n4e when you Wex^the W 
and put it in alphabetical order, ^ 



B - .'r i e n 



u n .i fe 



You may find th^; there' is a space after the prefix, such as in. 
the name De Burns^; .^We still -think of this as one name, : , < • ' 



D e 



B' u ,r n s 



u n 1^ t 



■ You -will now learn to index names i;ith prefixes and- to put them • 
m. alphabetical order, Notice in the example below how the unarranged' 
names were placed in. indexing order. They were then. put dn^^alph- 
beticalorder.. You will see t;hat the las to names with prefixes are- 
thought^of as one unit. 



Unarranged Names ^ 

Carol Du Gata <• 
Thomas O^Brien " 
Paul DeBrauns 
John McPherson 



Indexing 'Order „ 
.Unit 1 Unit 2 



AlphalDe'tical (3rder 
Unit 1 . Unit 2 



Du Gata. 
O'Brien • 
DeBrauns 
McPherson 



^Carol 
Thomas 
Paui 
John 



DeBrauns 
Du Gata 
McPherson 
O'Brien 



Paul 
Carol 
John 
Thomas 



' Practice 1 - • ' 

You are to^index the uriartanged names bfelow and put them in 
alphabetical order by writing, the names ■ in the blanks provided. 



Unarranged Names 
Marie DellaCorri 
John McAndrew . v 
Jean LeBouton 
' Helene LaGrande 
Theodore ^ 0 ' Banion 



Indexing Order 
l^nit' 1 ^ Unit 2 



Al phabetical. Order - 
Unit 1 Unit .2 



Explanation It J'. v ^ ' ^ 

• ■ are now rfeady to w'pfk on problems which have middle names and 

V^^- it - /^t^ce.-in the example given on th^T^t page 

been indexed. Then they hav^-been put 
alphabetical; order , ^ . ' ^ 





Indexing Order , 






Un arranged Names 


Unit 1 


: Uoib 2 ■ 


Unit 3 




Anton Paul Andrea 


D '-Andrea." 


: An t on 


P^ul 


■■ \ ' ' 


Vincent Sal D'Amico 


D Amico ' 


Vincent 


Sal ' 




Anthony Joe DeAl fieri 


DeAl f ieri 


Anthony 


Joe 6 




Philip Saul DeBruhner 


DeBrunner 


Philip 


Saul 




Jerome Rick LeRoy 


LeRdy 


Jerome 


Rick 






. AlphabeticVl 


s ' 

Order ^ 








Unit 1 


Unit 2 


Unit 3 





D'Amicb 
D'Aadrea 
DeAlf ieri 
DeBrunner 
LeRoy 



Vincent 

Anton 

Anthony 

Philip 

Jerome 



Sal 

Paul 

Joe 

Saul 

Rick 



Practice 2 



•^.You 3re tp index the unarran'ged names below, 
alphabetical order. 



Then put them in 



Unarrange.d Names 
John Peter LaVine 
Johm.. Edward LaTessa 
Lillian Jean Xa^ala 
Victof Jaraes LaRocca 



Unit '1 



Barj^A^rori LeLong 



Unit 1 



Indexing Order 

Unit 2 " Unit '3 



Alphabetical ^<Jer- " 

/ . Unit 2 " ■ Unit^ 3 



E:^lanatipn*> 3 



^ \ .> If there, is -only a mi^dle^^^^ name, you 

follow the. rules yob h-ave already learned. Notice in the example he- 
lov^v^^^ow ,the^ with initials for middle names have been 

^.indeXe^,.. Then they hav^ been^placed 'It^ alphabetifcal order. 



. ' .ttnar ranged. Names * 

•■ . Edward J. LeMar - 
Anna C. DeLaRQse. 
Rose- R.. ^^DellaVecchia 

^ ' Bei^jAmln C. ' D'jElia 
.^ino/^J ^ DiMa^gio 



. Unid 1 

LeMa|^f ' 
. DetaRose" 
Dellpvfeocbia 
D'ElX-a ' - 
DiMaggio ^ " 



Unit .1 



DeLaRose 

'D'El La . 
Del I jiVecchi'a 
■Di>:aggi<> 
LeMar 



Indexing' Ocd^r 
' Unit 2 '' . 

' Edward . \ • ' 
Ann a ^ « 
Rose • i ' : 

^ Benj amin^ 
Gino 



Unit 3 

J. 
. C. 
R.- 

C. ' 



Alphabetical Order 

Onit 2 • ' . ; Unit 3 



Ann a ^ ' 

Benjamin 

"Ro^e 

Gino 

E'dwa^ 



■ C 
• J- 



fr^ctice 3 <' ■ ■ ^ • . \ \ . . 

•You «re to index the unarranged names belbw. 
put them in alphabetical order. . ; 



en you are to 



Unarranged. Names ^ 
Lauta C. MacFarlane 
Brian, I. MacDonald 
Julian D./McCabe^ 
Jason' A. O'Mara 
Dave Z. VanDoren 



Unit 1 



Indexing Orders 
Unit .2 Unit "3 



\. Alphabetical cirder 

Unit 1 Unit .2 " / 'Unit 3 



.V 
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Explanation U ' . . ' , | * 

■ ' . i ^ : ^ 

Some of the unarranged names in the example below have been in- 
dexed incorrectly. The incorrect ly indexed namesj have been crossed 
out and then written in correct indexing order at the right. 



Unarranged Names 
Anton DeMarco 
Maria Di Tempo 
Hector DiMaria 
Delbert Le May ' 
Phillips Le Roy 

Practice 4 



Indexing Order 

Unit 1 Unit 2 

De^^arco Anton 

Di Tempo Maria 

DiMaria Hector 

- Dclbai -t J te-Mar 

Pivillips • Le-Roy 



, Coi>rect;ed Indexing Qrdef 
Unit 1 I UnitV 

^ ^ 



Some of the unarranged names below have been indexed incorrectly 
You are 'to cross out those names and write them in corre ct indexing 
order at the rights 



Unarranged ,^1 ^ 
Mario Lo Bianco 



IBS 



Indexin-g Order 
. Unit, 1 Unit 2 



1.0 'Bianco Mario 

VanLieder 



Corrected Indexing Ordel 
Unit 1 . . Unit 2 - ] 



Kraus.e VanLieder Krause 

■ ■ 

Frank DeHaVolljo Dell^Volto Frank 
Helene L^Arbise 
Victor^ D'Alayne 
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Explanation 5 "^Np-f** -\ ' ' 

^You are now ready to .index n^es with' prefixes and full middle 
'N^'^^'i'^S^"^^ unarranged names in the^ exampLe below "have been 

liMgxe.ci Incgr-P^l V . Notice how these names have beei\ crossed out 
and CHtl^rl^itteh^ correct indexft^^ ^der bel6w% ' > " 




^n arranged Names ' ^ ^ Unit 1 
Anna Delia DeL.aT6ur 
Sol*;Vito ^lAmico . 
Ruth Jarte McMann:^ ■ 
James John O'Shek 



indexing' ferder 
Unit 2 ' ■ . . 



DiAmico 
McMann 



Ufrit 1 



A 



1 y^^x •i;.^. / 



. D e lia . 
Sol I 
■Ruth 

Corrected Indexing .Order 

< tJTfit 2 \ Unit 3 




0 J - ^ f,. 



Practice 5 ' . . ' • . v 

Some of the uriarranged- names be low^,h aye been indexed incorrectly . 
You are to cross out thbs^ <^ames . Then, you, are to^ writ e them in 
correct indexing :o.rder.. ^ . 



Unarranged Names 
Nick Lars Van Dam 
Maria Ann- D' Aleppo 
.Victor Sal DijBorgla 
Tim John O'Mara 



George Ray McMann* 



It p.. 



Unit ^1 
Lars 

D' Aleppo 
DiBorgia 
O'Mara . 
McMann 



Indekin^ Oi*^der 
Unit 2 Unit 3 



Nick 
Ann ■ 
Vic tO:r 
Tim 
Ray ' 



Van Dam 
Maria 



' Sal 
N John 



George 
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Unit 1 



Correctjed 'indexing Order 

|rvit^^ Unit 3' 



Explanation 6 ' 

^ Notice in ^ the 'example ^elow that" the unarranged name has been 
indexed and then placed in alphabetical order in the list of names 
at-'the^ight .. . / 



Indexing, Order 
Unarranged Name Unit ^1 Unit 2 



Alphabetical Order 
Uqit 1 * Unit 2 



John DiFalco 



DiFalco John 



Practice 6 







Diamond 


Lester 


Dies on 


F^ed / 






Digby 
y>* ■ 


Alifce 







You are to index the unarranged names on the following page and 
put them in. alphabetical order in the list of names at the right, 




.'96 ; 



'•'Vqf '^Unarranged Names > Unit 1 
*. Cliarles , ^^cLevy 
. Nancy ^.^ AbeV^^ »^ 



, Indexing Order • 
Uni>e-" 2- 



Alpl^abetipal Order 
U'pit 1 Uni.'t^2 





Maas^ 

> 


V Ruth ' . 

■t. ■ . V *• 


Mace 


' Harold ^ 


MacFine ' 


Arthur 


Mac'Manus * 


> 

Joe 


" >/ ' ' ' ■ 



Integrated Practice 

You are -to'^index .the following unarranged names and then list 
them' in alpha{)etical order . 



lAiarranged Names 
S'al C. DiSt-efano 



l:;Unitl 



. Indexing Order 
■ Unit 2 , 



Unlr 3 



ERLC 



{ ■ -J i ' 

G'ipe Vito- D'Angelo t; ■ v.-. 








'Victor Distan ^ , o ' , , 


Mary^ Angelo : - ^ 


Vito DiStefano" 








Gene DeLaRoche * . * ' ■ ' ' 


Allen D. LaR^'che ' * ' ' 


Phil Di Angelo ' ■ • 


Dave O'Brien " ' ' 


— 




^ 1— 


David Briloin 








Allen C. McBurns ' ''^ . . ^ ^ 








■f 

Mary Ellen Burns « ; 


"7 






















■ • ■•f#. ■ '100 
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/ Alphabetical Order 

Unil ,1 ' .Unit 2 . Unit 3 
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Drama^t i za t i oa ' * 
:*By^Shfrley G. Smith 



OFFICE PROCEDURES" 
' . Receptionist 



* DRAMATIZATION ' 



. ^ ..You are a secretary\receptionist in the office .of Mr. James' 
Brig^s. The f ollowiilg si tuatipns arise and you have to handle them.. 
Each situation can be dramatized by . two stiident^T one taking the part 
of the reeeptionist and the other 'taking the part' of the other pejrsgn 
described in" the problem. . The teacher" should be prepared to discuss 
each dramatization and to gi ve -o^nstrfuctive .criticism; if necessary. 

1. A salesman of office equipment keeps botheri^ng. you 
and 'intertuRting your work while he\is waiting for 

Mr. Briggs. You have a rush job and Cannot take time ' 
to be interrupted. « ^ - 

2. Your boss has told you that he didn't want to see a Mr. 
Jones.. Mr. Jones said, "I will wait until Mr. "Briggs. 
is free." , 

3. ^ You have a long-distance call frojra a close friend ol Mr^^. 

Briggs and you were toW that Mr. 'Briggs did not want ' 
any calls. T^e friend keeps telling you that Mr. Briggs 
• —has been waiting \to hear from him about a fishing trip 

they -are going oa tiiat weekend.'^. : 

■■ ■ . ^ \ ' . 

4. You have a telephone call and the caller refuses to 
give his name ^or state his business with M;:. Briggs. 

S-' ■ • ' ' ■ . ■ 

\- 5. . A prospective purchaser and a good, customer wants to 

„see Mr. Briggs immediately.' Mr. Briggs is^ in conference . 
and does not want to be disturbed. . * . 

^ ■ ■ • ' 

6. Mr. Briggs wife called and she is upset because she. 
has had a slight accident with the car. He does not 
usually take-personal calls uhtiljie is free. He is 
still in conference an^d. she is upset. ^ , - 

■-J 

7. Miss Jones wants ^n interview with Mr. Briggs for an 
opening in the personnel department. Mr. Briggs is Very 

\. anxious to fill this position and can't seem to find . 
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the I'ifeKt person. * &he . teil^. you she had offer from. . 
another company-.and must nlake her decision today. Hx . • 
Briggs did not w^nt" to be disturbed, but .hie is'no.t i-n 
conference. • 

Mr.^^Briggs has made. a lunoheo;n date for 12 and at ll : SO* 
his employer wants him to kttend a meeting for two hours. 
^Yo.u cannot get in touch with the person he had a date, 
with and he shows up' at ^e office at 12. / ^ 

'Mr. *Briggs i^s out of conference, but he is . Still busy . ; ' 
A Mr. James tomes inand says he has an appointment with 
hjr. Briggs. You have no record of an ap^o'intn^ent . 

10. Mr. 'Hull is very angry wit-h^ you because you will not 
^let him talk, to Mr. Briggs. Mr. Briggs has left in- ' 

' ^scructions that when Mr". Hull calls, to, say^ t;hat he 
I is in conference. Mr. Hull is being very abusive. 

11. Mr.' Briggs has asked you to call the reservations - ' 
department of the c6mpany 'and make arrangements for 

a flight to California. They tell you that there. are 
/ho first class seats on any flights. >lr. Briggs does 
not want to fly tourist class. 

12. A. delivery man arrives with three very large boxes * 
.that are sirajDly • lef t in front of your desk. You look 

at the, namfe and realize it is for anothLr department-. 
The delivery man does not want to move them because 
he,was told to put thenl' in your office and that is 
where they are going to stay. 
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